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KNOLL ASSOCIATES, INC., 575 MADISON AVENUE, NEW YORK 22, N. Y. * CHICAGO, DALLAS, DETROIT, MIAMI, WASHINGTON 


Furniture * 


KNOLL OFFICE PLANNED FURNITURE — flexible, integrated groups of 
desks, tables, cabinets and chairs for 

executives and secretaries. 

* Planning Comprehensive new catalog available on request, 
an indispensable guide for every 

executive concerned with planning 


contemporary office interiors. 
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Long Distance 


fits right into your sales picture 


Today's successful salesman 
makes the most of his time — 
puts the most in every day. 

That's where Long Distance 
telephone service is especially 
helpful. 

It provides frequent contact 
with customers and prospects, 
between personal visits. It clears 
up questions. Closes orders, 
Helps to answer inquiries in 
minutes instead of days. And 


because it’s friendly, personal— 
it builds good will all along 
the line. 


Long Distance Doesn’t Cost—It Pays 


We have some specific suggestions 
for the profitable use of Long 
Distance in Sales, Purchasing, Ad- 
ministration, ‘Traffic, Production, 
Engineering and Accounting. If 
you would like to discuss them, 
just call your Bell Telephone 
Business Office. 


LONG DISTANCE RATES ARE LOW 


Here are some examples: 


Albany to Hartford ........ 50¢ 
Baltimore to Norfolk ....... 7O¢ 
Cleveland to Grand Rapids . 85¢ 
Houston to New Orleans .. . $1.05 
New York to Seattle........$2.59 


These are the daytime station-to-station rates 
for the first three minutes and do not include 
the federal excise tax. 


_———————— 


When you call, remember to 
Call by Number. It’s faster. 
BELL TELEPHONE SYSTEM 
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THE picture below was taken 
at the recent AMA conference in 
New York, reported on in our 
last issue and in this, wherein 
disclosure was made of U. S. 
Steel’s new historic office set-up. 

Readers who remember our 
article last fall on the daily use 
of closed circuit television as an 
office tool at Riggs National 
Bank, Washington, will be in- 
terested to note it was used here 
to bring to all in attendance at 
the conference informative dem- 
onstrations of the new automatic 
office. 


office 
management — 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
april, 1954 
Volume XV_ No. 4 
in this issue 
(editorial) PON STE ee STE ee ETT 11 


Here she comes! 


How General Foods organized biggest office move 


OE BED, iy icals' od bom Radka Et Dw EDR CASA SES 12 
by Robert M. Smith 

Break company barriers, Chicago seminar told. --.-- 16 
by Carole Lindgren 

Is office management a profession?.--.--.--.--.++> 18 
by Edmond W. McNamara 

U. S. Steel sets up automatic offiee—Part 2.-.--.-. 19 

Company symbol tied into office decoration... ----- 22 

Automation: no easy answer——Part 2....-.---6-5-: 24 


by Edward T. Waygren 
ee Teer Te rere erry reer rere erin 
Annual California business show opens April 20... 
Tools of the office series... 6666666 


This month: air conditioning, fans and 
air circulators. water coolers 
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A new duplicating process, which 
makes use of smoke, has been devel- 


oped by the Standard Register Co., 
vou Prem or tone by (5 Dayton 1, Ohio. The manufacturer 


their work attitudes i] Cc. states that the new method can pro- 
o duce as many as 60 letter-size copies 
a minute, and it believes the process 
is capable of development so that 
Let’s face it... your office staff eventually it will be so fast it can be 
is a sensitive group. Their linked to an electronic computer to 
reaction to their surroundings and print answers as fast as the computer 
equipment shows in their work. can produce them. 
And, when overcrowded offices 
or outdated furniture hamper their \ 
efficiency—you pay the bill! 
Costly errors in correspondence, 
in filing, in careless handling of 
orders have been eliminated in 
many businesses by standardizing 
on Steelcase. They find this 
complete family of desks, chairs, 
files and service units increases 
work output up to 35%, provides 
up to 25% more usable floor space. 
The result is always the same... 
happier, more productive, 


Your office is People <a 


The new duplicator, called a Pho- 
tronic Reproducer, uses a microfilm 
image projected onto a specially treat- 
ed glass. The glass has a metallic 
coating, and the passage of light 
through the film and onto the glass 
creates a pattern of electrical charges 
corresponding to the original picture. 

A sheet of paper is placed in front 
of the glass and a puff of electrically 
charged smoke is then blown over it. 
The smoke, which consists of minute 
particles of dye or other pigment, is 
more efficient office teams. attracted to the charged portions of 

Ask your Steelcase dealer to tell the glass and is caught _ the de 6-4 
you the details. He’s listed in the pattern of the original material. 
under “Office Equipment” in the This process has been developed to 
Yellow Pages of your phone book. e a point at which the Air Force has 
, ordered several machines and has al- 


METAL OFFICE FURNITURE CO ‘ ready begun to take delivery. Smoke 


rinters, however, are not on the mar- 
Grond Rapids + Michigan P > 


a ket as yet, although they may be by 

bs, 2 , next year. Standard Register is cur- 
Office . rently more interested in refining the 

The colorful FREE booklet ‘Tooling Up Your Office” process, for it feels that it has a revo- 
is crammed with new modern office planning ideas. 
For your copy, simply attach your letterhead, mail . a 
to Dept. E. The company claims that the smoke 


printer, in addition to being fast, is 


cheap and easy to operate. Future 
&. T e € iL et me models are expected to turn out prints 
sharper than those made by offset or 
BUSINESS EQUIP letterpress methods, and the company 


is sure that it will be possible to make 
them directly from written or printed 
matter without having to use film. 


lutionary product on its hands. 


IBM begins scheduled 


air service 


{nternational Business Machines 
Corp. last month began operating a 
regularly scheduled private airline to 
provide transportation of non-execu- 
tive personnel and vital machine parts 
between its plants and other points. 
For this purpose IBM uses a new twin- 
engine seven-place Aero Commander, 
piloted by Capt. Charles A. McKin- 
non, formerly senior pilot at United 
Air Lines. (To page 8) 
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‘| Baltimore Business Form 
takes the place of 5 


Recently, a large retail chain had a 
costly problem. They handled five 
different types of sales, with five differ- 
ent forms, each of which had to be 
followed through multiple operations. 

Management discussed their problem 
with Baltimore Business Form experts. 
Together they designed and produced 
one Form—readily adaptable to other 
types of stores—that could be used for 
all sales, and could be easily followed 
through all voucher processing. Result: 
Time and money saved in both selling 
and office operations. 


WHAT'S YOUR PROBLEM? Since 
1916, Baltimore Business Form’s design 
and manufacturing experts have solved 
countless problems in serving over 
60,000 of the nation’s leading business 
houses. Their wealth of experience in 
designing forms to fill specific require- 
ments ideally qualifies them to help 
you. Remember, often a single sug- 
gestion may save hundreds. . . even 
thousands. . . of dollars for your com- 
pany. So, write us for help in solving 
your business forms problems. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


eeeeee 


The Baltimore Salesbook Company 


3134 Frederick Avenue— Baltimore 29, Maryland 
We are interested in seeing samples of Baltimore Business Forms. 
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The plane makes two weekly round 
| trips between the company’s plants at 
Poughkeepsie and Endicott, N. Y. It 
is also operating regularly between 
Poughkeepsie and Boston. On week- 
ends it is used for non-scheduled trips 
to other areas. 

IBM has set up a punched card sys- 
tem to determine operational costs of 
the plane on a per-hour, per-seat, and 
per-passenger mile basis. If the traffic 
volume proves sufficient, the company 
expects to acquire additional planes. 


Executives’ pay rises lag 
behind workers—AMA 

Total average “compensation” of top 
executives in fifty major industries in- 
creased less than one per cent in 1952 
over levels achieved in 1951, according 
to the fourth annual survey of execu- 
tive compensation recently released by 
the American Management Associa- 
tion. 


By comparison, gross average week- 
ly earnings of production workers in 
manufacturing industries for the cal- 
| endar year 1952 were 7.4 per cent 

above those received in 1951, accord- 
_ ing to the survey. This percentage rise, 
taken from Bureau of Labor statistics 
reports, does not include “fringe” 
benefits, the A.M.A. emphasizes, while 
its figures on executive compensation 
include salaries, bonuses, and company 
contributions to retirement funds. 

The A.M.A. survey’ is based on an 
analysis of payments to almost 15,000 
executives in 1,868 companies, which 
are classified into 50 major industries, 
and ten size groups. 


Protectall Safe moves 

The Protectall Safe Corporation will 
move from Syracuse, N. Y., to new 
enlarged quarters at Hamilton, O., 
by the end of April, it was announced 
recently by Edwin H. Mosler, Jr., com- 
pany president. 

He attributed the move to a need 
for increased production facilities, 
based on an anticipated increase of 
business in 1954. 

“In addition,” 


he said, “the move 

to Ohio will bring us closer to the geo- 
| graphical center of our nationwide 
dealer organization. This will mean 
that a majority of our dealers will 
benefit by quicker deliveries, and low- 
er shipping costs.” 

Protectall, which is a subsidiary of 
the Mosler Safe Company, will con- 
| tinue to operate as a separate entity. 


| (To page 32) 
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Was the day alert executives found 
the answer to safer floors 


” And now there’s a layer 
of safety underfoot! 


Every step is safer when you use 
floor waxes made with ‘‘Ludox”’ 
colloidal silica. ‘‘Ludox” gives a 
unique snubbing action which 
heads off slips before they start. 
Yet waxes made with it may be 
even harder and have added depth 
of luster. Ask your maintenance 
man to specify floor waxes made 
with anti-slip ““Ludox.” Have him 
get in touch with your wax sup- 
plier today. 
E. 1. du Pont de Nemours & Co. (inc.) 


Grasselli Chemicals Department 
Wilmington 98, Delaware 


ste 


For Safety Underfoot, Specify Floor Waxes 
Made With 


Lupox’ 


COLLOIDAL SILICA Here’s how LUDOX” 


works in floor wax 
“*Ludox" has tough, transpar- 
ent particles of minute size. 
The pressure of a footstep 


®t6 v5 Par orf forces the hard “Ludox" par- 
ticles into the softer, larger 
wax particles. This action ab- 
Better Things for Better Living . . . through Chemistry sorbs much of the foot’s for- 


ward-moving energy ... gives 
positive traction underfoot. 


Wetiovees 
9 
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Here’s one effective acoustical treatment 
for both kinds of office noise! 


Floor noise. Whe clatter of heels, the scrape and grind of 
moving furniture — these are just a few of the noise nui- 
sances that constitutea threat to office efficiency and morale. 


Echoed noise such as the drone of voices and the click- 
clack of machines can reach nerve-splitting proportions 
by the end of a normal working day. 


Bigelow’s new acoustical carpet, Cushionlok,* absorbs up 


to 90% of floor noise ...deadens echoed sound as well! 


Acoustical experts agree that Bigelow Cushionlok 
Acoustical Carpet has such a high sound-absorption 
coefficient that usually no further acoustical treat- 
ment is necessary . 


Cushionlok is so easy to install! It can be laid dur- 
ing regular office hours. It has its own cushion lining 
built right into the carpet. It can be cut, pieced and 
even re-laid at any future time. Cushionlok can be 
laid on any type floor. 


Saves over 73% on maintenance! Professional clean- 
ing estimates of hard-surface floor coverings amount 
to 60¢ per ft. annually. Cushionlok can be maintained 
for as little as 16¢ per ft. per year. A mighty big sav- 
ing! Cushionlok can save untold costs in the preven- 
tion of slippery-floor accidents, too. 


Send for your sample of Cushionlok. See if this hand- 
some, durable carpet isn’t the perfcct carpet for you. It’s 
so practical for use in offices, hotels, showrooms—any place 
where there’s noise and traffic. Write on your business 
stationery to Dept. A, 140 Madiscn Avenue, New York 
16, New York. 


Reg. U.S. Pat. OF 


Bigelow Cushionlok Carpet 


For Better Acoustics 
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OFFICE MANAGEMENT 


Here she comes! 


HERE SHE COMES, very soon now, the spring girl graduate—all set to give 
the office a try! 

It is impossible not to regard her with hope, even though it be hope trying 
to triumph over experience. At high school or college level, she is the bene 
ficiary of many years of expensive educational training, much of it of direct 
value in the modern office. She is confident and ambitious, wants a good 
salary and pleasant working conditions—and looks forward to an early and 
satisfactory marriage to put a period to her working career. 

Offices bid for her services, currently treat her extremely well, and are 
frequently driven to bemoan the fact that she leaves for another job just as 
she is beginning to be of value. 

This is no new story, of course, and it is also a story told in terms of averages, 
for in nearly every batch of graduates many fortunate employers find girls 
who quickly become useful members of the staff, and even continue their 
work after marriage. But a constant complaint of personnel people is that 
today’s girls shift continually from office to office. 

A boy, aware that he needs a job throughout his lifetime, tends to give 
a fair trial to each job before he quits for another. A girl feels no such 
compulsion. Her working career is generally compressed into a compara: 
tively few years, and she is much more easily tempted to try out a variety 
of jobs. 

The office needs to sell the schools on its opportunities and rewards—-needs 
especially to sell the girls in the schools! 


meee oe |e ea 7 ~~ Sika ‘3 on - _— Te ae Paes to Be ee ee ee wae a | il a 
ae Cll ‘ : J PS . aa. eo ee a weer os & ak 
* ei ee tees 3 - 5 : ‘ R Ve n . ey’ ee: a = es A ral | we ged Boe 3 ; ee 
* * ~———e a en me ? . Be: 4 ae 

ORO Open OR 7 + aid . 
ie 
Fi 
ba re or rs 
La a re a el 
2 , . bait: ees 
\ 7 Pau 
P Lat yl 
. = ; ; «2c 
. ‘ 4 Ss / 5 
} < ie re ‘fs 
é ee ‘ee ; 
; ee 
“9 .. es 
. 
: = | : nih | 
ve Ser 
Pe. f in a 
oa . ? * z cae a 
. 4 oe ee 
tf % a. 
. » ~ . 2 
>: \ hb.” | ‘i \ Ss 
; . My iy ae 
% : ' de 
8 q i 
me wd : 
ke » y , ; * %} i 2 
ie ea - q a k 
if a , 
Ay = =.” eee a 
ALi —_ - @ oe 
Y, . 4 u Ona 9.6 ous 
A - 3 vs a 
; i: - : 
: a ae 
z a oN . 
& : = 
2 ak 
¥ 
Po a 
/ _ 
‘a 
7: 
Se ot 
ilk e 
. . cae 
: » Prieta 
? ai & 
ca <i 
of se 
¥ 
Alice: 
Be ee 
<a bc 
| 
aR 
> 
April, 1954 ee 11 # 
ae 
eee 
ce, po ee ; t ; 2 2 i ; Pe y ihe } & vA an ; ig a ' aes 2 “ee ie eo o iy ; ie, oe ct od 
ee oat ig ar - i eo Re “4 eo a “f ar i 4 gees poe hi gpl | ics, a ee eee 
a “i : ay ne et = Se | Sem hares, “ee: Ste eis. , Eg. > aad 
a. a4 4 ieee i so ae AR tlt ig aa aor Wet | ont ee eee Wee te oa ie are ere Pere Ya Pe 4 


How General Foods organized— 


Biggest office move ever made 


by Robert M. Smith 


ON FRIDAY afternoon, March 12, the office finished its 
work as usual. The employees departed for the last time. 
As employees went out, the movers came in. 

The largest office move ever made in New York City 
was under way. 

Within a matter of hours, trucks were on the road. Gen- 
eral Foods, the world’s largest manufacturer of packaged 
grocery products, and a pioneer among the giant companies 
moving from metropolitan New York to suburban West- 
chester County, was transferring its headquarters office— 
18,000 pieces of equipment, 1,200 people—from the center 
of the city to a new building located just outside White 
Plains, 25 miles away. 

Three week ends later the move was completed. On 
Monday, March 29, the new White Plains office was fully 


Above: Air view of General Foods’ new office in suburban White Plains. Below: Shelter 
before main entrance protects employees from weather while waiting for buses 
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staffed; General Foods, except for a few permanent offices 
kept in New York City for the convenience of executives 
whose work required their being in the center of town, was 
fully established in the suburbs. 

During the two week period in which the giant move 
was accomplished, not one department missed a day of 
work. 

Meticulous planning by the Genezal Foods Office Serv- 
ices Division, planning which began over two years ago, 
was responsible. Everyone who has survived the move from 
one home to another knows what a chaotic experience that 
relatively simple transfer can be. But here was a move in 
which those responsible for planning the transfer had to 
anticipate a thousand and one problems entirely outside 
the scope of a household move. General Foods’ plans had 
to encompass the transfer of employees’ homes, and reim- 
bursement to employees for the inconveniences of moving; 
the replacement of workers unwilling to leave the city; 
decisions as to which departments should be moved on 
each of the three successive week ends to create the mini 
mum interference with the ongoing work of the company, 
the determination of which of the three buildings occupied 
in New York should be vacated first, and even the con- 
version of electric motors in office equipment from the di 
rect current used in the New York buildings to the alter- 
nating current available in Westchester. 

First and foremost of the problems faced by the company 
in its move was the relocation of personnel. The average 
New York City worker may live in any of New York 
City’s five boroughs, in New Jersey, in Long Island, in 
Connecticut, or in Westchester. All transportation lines 
feed into the central city. But White Plains is in the center 
of a suburban county north of New York. From the city’s 
western, southern, and eastern residential areas—Jersey, 
Queens, Brooklyn, or Long Island, it is not accessible on 
a commuting basis at all. 

Surveys showed that 300 of the company’s 1,200 office 
employees already lived in areas that would be convenient 
to the new headquarters, That left 900 staff members, 75 
per cent of the office personnel, who had to be offered vari- 
ous forms of assistance in finding new homes. 


All employees were offered a chance to tour the . ++ the first of 600 trips begins in New York on Friday— 
new offices long before the move got under way employees go to work in a different city Monday morning 
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“Maxwell House” dining room is also used for meetings... 


General Foods set up a housing office to aid workers to 
locate new homes in areas convenient to the new office; 
it established an emergency loan procedure to aid employ- 
ees forced to make heavy financial commitments on new 
homes; it arranged to pay all moving expenses for those 
workers forced to move, and in addition to pay them a 
month’s salary or $1,000, whichever was smaller, to com- 
pensate for the cost of altering furnishings and equipment 
for their new homes. The company also volunteered to 
pay any lease cancellation penalties faced by employees 
forced to move, 

But it takes longer to readjust human beings than it 
does to move office equipment. Some employees found 
places in Westchester before the company moved there from 
New York, others had places reserved, but were unable to 
move in by the time the offices were transferred. In these 
instances, the company paid commutation expenses, either 
from the new home to the old office before the move, or 
from the old home to the new office after the move. 

This still did not exhaust the detailed planning necessary 
to insure as convenient a move as possible for the staff. 
Finding a new home in a new location meant going to that 
location to visit real estate offices, to inspect houses and 
apartments. The company paid its employees’ travel ex- 
penses—and travel expenses for their wives or husbands— 
for these “shopping trips” on a regular expense account 
basis. 


Escalators carry almost all interfloor traflic 


Beard room features tapered table, wood-paneled walls 


This is their own cafeteria... 
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«+». and smaller executive dining rooms are available too 


In many instances, of course, employees did not want to 
make the move at all, and since their leaving the concern 
was a result of the company’s action in moving to a new 
area, the General Foods planners had to establish proced- 
ures to help those separating to find new jobs in the New 
York City area. In the final analysis, only 135 employees 
decided not to move with the company, and replacements 
for their jobs were ready by the time the move began. 

Even these plans did not yet cover all contingencies, how- 
ever. Obviously, if the whole office were to continue func- 
tioning throughout the period of the move it would be 
necessary for many of the employees planning to leave the 
company rather than move with it to Westchester to stand 
by until the last minute before the move was actually made. 
Employees who stayed with the office until the zero hour 
were in a “special service category,” and received bonuses 
for their work. 

All of these details had to be worked out and dovetailed 
long months before the move ever got under way. And 
these related only to employees. The actual physical act of 
transferring 18,000 pieces of office equipment from one 
building to another, and doing it so that that equipment 
would be functioning on every working day created a 
whole new series of problems and required a whole new 
set of plans. 

(To page 84) 


. «+ while test kitchen finds new ways to use GF products 


- +. and it’s one of the new office’s most popular features, after crowded New York lunch hours 
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Break company “barriers,” Chicago seminar told 


by Carole Lindgren 


GATHERING TO SURVEY “Modern Management Hori 
zons,” more than 400 executives registered for the 12th 
annual seminar of the Office Management Association of 
Chicago, March 8-11, at the Conrad Hilton Hotel in Chi- 
cago. 

Co-sponsored by Northwestern University, the seminar 
marked the Silver Anniversary of the Chicago association. 
In conjunction was held the annual Business Show, with 
more than 100 firms displaying the newest in office ma- 
chines, systems and equipment, which. were viewed by 
nearly 40,000 visitors, . 

At luncheon on the opening day of the meeting, OMAC 
president Alfred H. Dorstewitz and Dr. Richard Donham, 
dean of the school of commerce of the university each 
welcomed the visitors. 

Keynote of the seminar was sounded by George L. 
Clements, president of Jewel Tea Co., Chicago, who dis- 
cussed “Breaking Down Organization Barriers.” 

“In many companies one of the organization barriers 
lies in symbols of authority and status which often become 
entirely too important,” Clements said. He stated that in 
recent months our economy has been going through a 
“shaking down” process, and that a new standard of per- 
formance must be set at every organizational level. Costs 
must be cut and wastes eliminated in order to stay com- 
petitive and furnish the necessary satisfactions to customers, 
employees, and share-owners, he warned. 

“Concentrate even harder,” Clements suggested, “on 
breaking down organization barriers by developing the ‘we’ 
in business, by building all of the people in your organi- 
zation into a coordinated team with a single purpose. We 
would probably be shocked if we knew how little of the 
overall picture of the company people down the line in 
our organization have.” 

The afternoon of Monday, March 8, opened with a 
panel session directed by chairman D. F. Carrell, vice presi- 
dent of the National Office Management Association, Be- 
fore a capacity audience, three Chicago executives discussed 
ways to raise the office manager to executive status. 

Gerald M. Powell, personnel-office manager of Employ- 
ers Mutual Liability Insurance Company, said that a man’s 
own conduct in the performance of his work best deter- 
mines how far he progresses. Good manners, humility, 
helpfulness and common sense planning are the ingredients 
of success, he said. 
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An office manager's growth through the delegation ot 
responsibility was discussed by Marlen R. Lochrke, office 
manager of Foote, Cone & Belding. Comparing “Mr. 
Bottom,” the “Back Of The Times Office Manager,” with 
“Mr. Top,” who gets his job done through other people, 
he said “the horizon of executive stature looms brighter” 
as a man learns to utilize the ability of his employees. 

Closing the session, Frank D. Hurt, assistant vice-presi- 
dent of W. A. Alexander and Company, suggested that 
if necessary the office manager should seek added inter- 
ests and learning to develop well rounded experience. Such 
well-rounded experience will help the office manager to 
avoid “stunting his growth,” he said. 

W. H. Evans, executive vice-president of the National 
Office Management Association, was chairman for the clos- 
ing session of the afternoon. Speaker was Moorhead 
Wright, who is manager of the Development Consulting 
Service in the executive offices of General Electric in New 
York. He discussed a “Self Improvement Program for 
Executives of All Management Levels.” 

On the second day of the meeting, discussing “Better 
Administration Through Better Methods,” Joseph G. Nag 
ro, manager of the Systems and Procedures department of 
Ball Brothers Company, Muncie, Ind., objected to the con- 
cept that labor is a commodity. 

“Labor is pecple, so is supervision, so is management,” 
he declared. “To achieve better administration is to think 
in terms of people. Methods are prepared by people, used 
by people, supervised by people and understood by people. 

The sum total of effort is not the result of systems 
themselves, but dependent upon the people who must be 
shown how the whole thing fits together, he said. Frank 
S. Talcott, Brown and Bigelow, St. Paul, Minn., director 
of area XII, NOMA, presided. 

Kenneth E. Goodwin, forms consultant of the Egry Reg- 
ister Company, Toledo, Ohio, was introduced by chairman 
Walter Emmerling, of the Proctor and Gamble Co., Cin- 
cinnati, director of area VII, NOMA. 

Presenting a “Plan for Simplified Paperwork,” Goodwin 
inspired many of the large audience to a new awareness 
of the large part forms and systems play in overall office 
costs. Techniques in lowering these costs are simple, he 
said, naming three areas which may be considered to simpli- 
fy paperwork and cut its cost. 

Needed time can be made available by better systems, 
he said, suggesting that the office manager consider: 1. 
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Redesigning the mechanics or style of a form for faster 
handling; 2. Combining one form with another, to elimi 
nate duplication of effort, and 3. Simplifying the system op- 
erated by the form. 

An important new development on the horizon of man- 
agement is “The Future of Electronics in the Office,” which 
was discussed by Harold R. Price, manager of the Systems 
Department of Price, Waterhouse and Company, Chicago. 
National president of the Systems and Procedures Associ- 
ation of America, Price is a leading consultant in the field 
of electronics application. He was introduced by Frank 
G. Macllroy, SoundScriber Corporation, San Francisco, and 
vice-president of NOMA. 

Installation of sound principles of quality control pays 
off, stated Dr. Lloyd A. Knowler, chairman of the depart 
ment of Mathematics and Astronomy, State University of 
lowa. Speaking on “Quality Control Applied to Clerical 
Work,” Knowler pointed out that time is the major ele 
ment in a clerical operation and the reduction of wasted 
time an important consideration. 

Employees prefer to do good work, and take pride in 
it, an important factor in developing a quality control pro 
gram, he said, adding that acceptance and support by ex 
ecutives is an equally vital part of a program. 

Floyd Guillot, Industrial Finance and Thrift Corpora 
tion, New Orleans, vice-president of NOMA, was chair 
man for this session, which closed Tuesday’s meetings. 

The only woman speaker at the seminar, Miss Louise 
M. Newman, personnel director of Northwestern Mutual 
Life Insurance Company, Milwaukee, gave the first ad 
dress on Wednesday. She was introduced by chairman 
Beatrice M. Chamberlin, Mutual Benefit Health and Acci 
dent Assn. and United Benefit Life Insurance Company, 
Omaha, director of Area XI, NOMA. 

Miss Newman focussed on people and their will to work 
in discussing “When People Like to Work.” She said she 
believed the ability to instill a desire to do a good job in 
workers a most important part of human relations. 

“The point where you as management meet the worker, 
is where good will is generated,” she stated. “Start out 
with the new employee by giving him some of the com- 


pany feeling at the same time you give him information.” 


“Choose your understudy carefully, teach him much and 
test him well, for the preservation and advancement of 
your own position depends thereon,” William Hodge, di 
rector of employee relations, Bell and Howell Company, 
told the office directors. 
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D. F. Carrell, NOMA vice president, opening Monday after- 
noon panel at which Marlen Loehrke (seated) was speaker 


Discussing a “Merit Rating Plan tor Executives,” Hodge 
said that merit rating can be a useful instrument in the 
development of people, including understudies. 

“In a sense, the ratings of the people that each one of 
us appraise are a reflection of the kind of jobs we are doing 
as supervisors,” he pointed out. 

Oakah L. Jones, Oklahoma Natural Gas Company, 
Tulsa, was chairman for this session. 

Presiding at the two closing discussions on Wednesday 
afternoon were T. W. Atkin, Kee Lox Manufacturing 
Company, St. Louis, director of Area IX, NOMA, and 
W. Miller Bennett, Inland Container Corporation, NOMA 
past president. James 1). Moore, director of James D, Moore 
Organizaton, and well known speaker on personnel and 
labor relations, analyzed “What Makes Us Seem So Queer?” 

“Effective Use of Attitude Surveys” was explained by 
Dr. E. H. Porter Jr., senior consultant in the Psychological 
Services Section of the Harris-‘Spencer Company. This is 
a division of Science Research Associates, Inc. 

Toastmaster for the banquet on the evening of March 10 
was Kenneth W. Moore, vice president of the Chicago Title 
and Trust Company and International President of Na 
tional Office Management Association. Robert F. Hur- 
leigh, news analyst and commentator, gave the principal 
address of the evening, emphasizing the threats to our 
American system of enterprise and praising American bust 
ness as the foundation of our free world today. 
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Is office management 


a profession? 


Three qualifications must be met 


by Edmond W. McNamara 


Systems and Procedures Supervisor, The Bassick Co., 
Bridgeport, Conn. 


AS AN OFFICE MANAGER, are you a professional per- 
son? 

Much contemporary writing for and by office manage- 
ment people touches upon the idea that office managers are 
in effect professional people and that the field of office 
management is—or should be—regarded as a_ profession. 
As office managers assume an increasingly broader scope 
of responsibility; as they attain greater stature in the Amer- 
ican business structure, they naturally agitate for greater 
recognition, One form of recognition being sought is rec- 
ognition as a profession. 

How valid is their stand? Are they stirred unduly be- 
cause of an awareness of their numbers? The National 
Office Management Association comprises over 10,000 rmem- 
bers representing commerce and industry in over 125 cities 
in the United States and Canada. The office management 
division of the American Management Association has more 
than 10,000 members. Is it this large enrollment which 
prompts skilled office management people to think of them- 
selves as professional ? 

Or, does their eagerness stem from an awareness of the 
highly commendable job being done individually and as- 
sociation-wise in contributing constructively to American 


business progress? Does it stem from the conviction, com- 
monly held among office managers, that they are, in prac 
tice, more professional in behavior than many who are 
generally accorded the prestige of professionalism? 

Are office managers truly professional ? 

To answer this question, let us ask ourselves, what is a 
profession? Can we define it? Perhaps not too readily. 
The word “profession” is one that we pick up early in 
life and seem to use quite freely, sometimes irresponsibly, 
without much thought of its precise meaning. We usually 
associate it with lawyers, teachers, and doctors because 
these people exemplify professions as we understand them. 

Edward S. Jones, in his book, Occupations Unlimited, 
specifies three basic qualifications that are prerequisite to 
the classification of an occupation as a profession. He says: 

“Occupations generally require three standard qualities 
to be regarded as professions. Firstly, a substantial amount 
of education or knowledge is expected—well beyond high 
school. Secondly, the idea of service to the public is gen- 
erally implied, or a sense of responsibility to one’s com- 
munity and to the welfare of its citizens. Perhaps bankers 
and business men are not usually regarded as professional 
because they are typically too eager for personal profit. 
Thirdly, professionalization implies some definite organ- 
ization of members, with standards or codes, educational 
or otherwise, to prevent malpractice and to insure reliability 
to the public.” 

Do these criteria sound too compelling? Yet, are they 
not the least that can be expected of educated people who, 
when they ask professional status, are in effect asking for 
the recognition and respect of their neighbors—of their 
community ? 

In their deliberations, let them review the stated objec- 
tives of the National Office Management Association: 


1. To promote a free exchange of ideas on office organ- 
ization among the members. 

2. To encourage the work of standardization and to 
determine, insofar as possible, general standards of office 
work applicable to all industries. 

3. To initiate and effect the application of scientific meth- 
ods to the problems of office organization and management. 

4. To assist established educational and other institutions 
to interpret the needs of commerce and industry insofar as 
the curriculum of study and training for business careers is 
concerned. 

5. To establish and maintain a closer fraternal relation 
between executives and others interested in the problems 
of office organization and management. 

In the light of these professional objectives, how does the 
individual office manager measure up? 

If you think you qualify as professional, assert yourselves, 
by all means. In judging yourselves, however, remember 
that others will pass judgment, too—and they may be more 
exacting. 

Recall the story of the young lad who made a lot of 
money in a manner that didn’t especially please his mother. 
He bought a yacht and had himself fitted out in a full 
captain’s regalia. He sent for his mother and proudly 


showed off his uniform with, “Look, Mamma, I’m a sea 
captain.” 

His mother looked at him and, shaking her weary head 
said, “Sam, to you, you're a sea captain! To me, you're a 
sea captain! But to sea captains, Sam, you're no sea cap- 
tain!” 
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THIRD SPEAKER at the special AMA conference was 
James Thomson, staff assistant, Methods Planning Division, 
U. S. Steel, who discussed “Data Calculation and Distribu- 
tion.” An abstract of Mr. Thomson’s talk follows: 

The concept of integrated data processing through com 
mon language machines is: 


1. Record data at the point of origin on office machines 
which create punched tape or cards as the automatic by- 
product of the recording operation. 


2. Process originai and subsequent data on office ma 
chines which read and punch tapes or cards. 

So that 

All data is self-perpetuating. 

The preceding talk (that of Mr. Moore, covered in the 
March issue of Office Management) has covered machines 
and applications fulfilling item 1 of the concept. We will 
consider Item 2—processing original and subsequent data 
on office machines which read and punch tapes or cards 
so that all data is self perpetuating. 

Any one, or any combination of the following, can con 
stitute processing of original data: 


U.S. Steel sets up automatic office 


Classification 
Recapitulation 

Extension or conversion to other values 

Distribution 

Posting 

Printing 

In thus processing original data which have been re- 
corded in common language on five channel punched paper 
tape or edge punched cards, there are two main courses 
to follow: 

1. Direct use of punched tape or edge punched cards 
for processing in office machines which read the common 
language. 

2. Conversion to other media such as: Punched cards, 
magnetic tape, punched paper tape with additional code 
channels, etc. for processing in tabulating and high speed 
electronic equipment. 

This discussion will consider the first of these two courses. 


Direct Use of Punched Tape or Edge Punched Cards 


There are four types of office machines which we would 
like to discuss in this area: The electric typewriter, which 


Five speakers from the Methods Planning Division 
of United States Steel outlined a revolutionary 
system developed by that company to automatize 
repetitive clerical processing of data, at a special 
conference held by the American Management As- 
sociation February 25-26. Last month, Office Man- 
agement presented abstracts of the first two talks 
given at the conference, which covered the “integ- 
rated data processing” concept, and the medium 
that makes it possible—punched paper tape, which 
serves as a “common language” for various ma- 
chines used in processing data. This month’s insial- 
ment covers talks of the last U. S. Steel speakers. 


H. F. van Gorder, director, Methods 
Planning Division, U. S. Steel, dis- 
cusses “Integrated Data Processing 
—Fundamentals” as meeting opens 


INTEGRATED 
DATA PROCESSING 


COMMON LANGUAGE mac 
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Machines used in U, S. Steel's integrated data processing 
system were demonstrated at end of conference 


Companies whose products were shown at 
the AMA conference to, demonstrate the integ- 
rated data processing system in action were: 
Addressegraph-Multigraph Corporation; The 
Bell System; Burroughs Corporation; Commer- 
cial Controls Corporation; Computyper Corpo- 
ration; Friden Calculating Machine Company; 
International Business Machines Corp.; Nation- 
al Cash Register Co.; Remington Rand Inc.; 
and Western Union Telegraph Co. 


besides being able to function as a data origination machine, 
also has the facility to read punched tape or cards as well 
as to punch common language. Second, the automatic 
graphotype for preparation of addressograph plates. Third, 
combination of the typewriter with a calculating unit which 
reads and punches. Fourth, there is in the making a book- 
keeping machine which reads and punches the five chan- 
nel punched tape. 

(Mr. Thomson's descriptions of the use of the electric 
typewriter and the combination of a typewriter with a cal- 
culating unit are given in this report.) 

We'll now consider the typewriter as a data processing 
machine to the extent it can be programmed to read from 
two tapes selectively and in any desired sequence; to per- 
form functions of the machine automatically, and to type 
repetitive data from the program tape; and to punch sev- 
eral tapes simultaneously or in selective sequence. 
here involves primarily printing of data 
punched into tape in earlier operations and creation of new 
tapes which contain original data, along with additional 
data inserted by means of the keyboard. In its simplest 
form then, the machine does the following: 


Processing 


More than 1,700 top management executives from all parts of the country came to New York for the two-day conference 
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1. The reading unit will interpret the tape and auto 
matically actuate the typing unit to reproduce information 
at approximately 100 words a minute. 

2. A stop code in the tape will cause automatic stopping 
so that variable information can be stored when desired. 

3. Information automatically typed from tape or man 
ually typed on a document can be perforated in tape for 
further processing. 

When you add to this the facility to read from two tapes 
selectively, to perform functions of the machine automatic- 
ally through the program tape, and to punch several tapes 
simultaneously or in selective sequence, then it becomes a 
highly flexible unit for systems applications. 


U. S. Steel exec- 
utives who spoke 
at the conference 
are (lL. to r.): J. 
Thomson; R. W. 
Baridon; L. W. 
Calkins; H. F. van 
Gorder (seated); 
and H. W. Moore 


Applications of the electric typewriter with reader and 
punch can be made in the following areas: 

(Here Mr. Thomson described applications in Purchas- 
ing—Receiving—Inventory Control—Order—I nvoice—Ship- 
ping—Disbursing and Payroll—Production Reports. Inven- 
tory Reports—Utility Bills—Address Slips or Labels— 
Form Letters.) 

It has been possible to wed the keys of a rotary calculator 
with an electric typewriter. By means of automatic control 
circuits, we can automatically tabulate the output of a 
calculator using an electric typewriter as the tabulating or 
writing medium, 


(To page 29) 


Panel comment at conference — 


vert this tape to a card, and then the you find it?” 
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tems department, Price, Waterhouse & same direction as U. S. Steel, Mr. Kal- 


Co., and James M. Kalbach, Jr., group — bach reported, and has found other invoices, and compile sales statistics. 


and at the same time produce another —sequent__records, 
tape,” Mr. Price said, in analyzing the accuracy, are also perfect,” he said. 
common language data processing sys- “But if an error gets into the system, 
tem presented by U.S. Steel. “We con- how do you recognize it and how do 


assuming machine ing of their people at all levels is ready 


card back to a tape. At this point we The third member of the panel, John __ particular needs. 


A panel of three experts discussed are smothered in tape—it is coming Walrath, manager, methods and pro i 
the integrated data processing system out of our ears. Tape handling and cedures, services department, General 
outlined by U. S. Steel, and described filing problems could become serious. Electric Co., said his company already 
similar development processes within “It seems to me,” he said, “that some- has an advanced computer program 
their own companies at the morning — one should develop a system of parallel under way at Appliance Park, Louis- 
session on each day of the conference. tapes or tape spacing to pick up the _ ville, Ky., where business procedures 

Two major problems created by use —_ information added to the tape at vari- personnel “are accomplishing the first 
of “common language” machines are ous stages of the process, except where real programming of an_ industrial i af 
the quantities of tape produced by the _ teletype or other wire transmission is company’s major office problems, for a i ae 

. system, and the exacting training that used. We would then have a continu- large electronic computer, which soon , r 
must be given personnel if the system ing data concept instead of a self-per- will calculate payrolls, and automatic 
is to work, it was pointed out respec- _— petuating concept.” ally print cost distributions, personnel 
tively by Harold Price, manager, sys- DuPont has been working in the — reports; perform material scheduling 


and inventory control duties; prepare 


supervisor, methods group, manage- problems besides training are: accuracy He cautioned that companies consid : 

ment engineering services division, E. of original data, machine error, and — ering the installation of electronic data is 

I. du Pont de Nemours & Co. non-standardization of keyboards. processors should insure: first, that they . 
“We use our tape to run a machine “If the original tape is perfect, sub- really need them; second, that “think 


for them;” and, third, that they should 
realize that small, medium, and large 
data processing equipment is available, 
and pick the right equipment for their 
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Reception area is formal, traditional, reminiscent of Aetna’s New England background .. . 


Company symbol tied into office decoration 


Aetna Insurance Group’s trademark is used as pattern for 
specially designed draperies in new Illinois office 


A TOUCH of New England deep in the heart of Illinois 
is furnished by the new offices of the Western Department 
of the Aetna Insurance Group, in Park Ridge, Illinois. 
Symbolizing the Yankee background of the company is 
the red brick facade of the new building and the white 
columns at the entrance. 

The traditional appearance of the building, which was 
designed by Victor Charn, Chicago architect, is continued 
in the building’s interior, Particularly striking is the lobby, 
which features special satin silver and crystal lighting fix- 
tures against walls of Williamsburg blue, and a formal 
silver and crystal chandelier in the center of the ceiling. 
Large red leather wing chairs, a couch finished in gray 
fabric, and four occasional chairs in gray, flanked by wal- 
nut tables, maintain the rich appearance of an unusually 
striking reception area, Paneled walls and a geometric floor 
pattern add to the formal dignity of the room. 

Interior design was the responsibility of the Office Equip- 
ment Company of Chicago, and its design coordinator, Miss 
Dorothy Kallio, worked out color and design schemes in 


cooperation with Mr. Charn, the architect, and executives 
of the company to insure the integration of exterior and 
interior themes. 

In the working areas of the office, a more functional ap- 
proach has been taken to interior design and furnishings. 
Each private office in the executive areas is equipped with 
a service unit to increase filing and shelf space, and modern 
conference type desks have been used throughout. Colors 
vary from office to office, according to the individual desires 
of each executive, and the overall color plan worked out 
by Miss Kallio for the executive areas. 

A decorative and unusual feature of the office is the 
effect achieved at the windows by the use of draperies rather 
than venetian blinds. The windows in the new Aetna 
building are of the casement type, and each of them, except 
those in private offices, has specially printed draperies for 
light control rather than the more conventional blinds. The 
designer felt that draperies, of this type, whether drawn or 
open, do not have the distracting appearance of blinds 
opened at various angles or raised to various heights. 
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. . » but in a typical executive office, a more functional approach has been taken 


Keeping the draperies clean is no great problem in an 
air-conditioned building such as the new Aetna office. 

The most unusual feature of the casement draperies, how 
ever, is the use of a specially designed fabric in which the 
company’s trademark, Mt. Aetna, and the Roman columns 
used on the insurance firm’s letterhead are printed on the 
material. This particular treatment was designed by Miss 
Kallio, and her concern often recommends such specially 
designed prints incorporating the trademark or identifying 
symbol of an organization in instances where the offices will 
require enough yardage to make it practicable. 

The individualized draperies in the new Aetna Insurance 
offices are made of Goodall fabric. 

Private offices, as distinguished from the general office 
areas, have a plain fabric for the casement treatment, with 
an overdrapery in the “company design.” 

Furniture in the lobby, executive areas, and conference 
rooms was produced by the Stow Davis Furniture Company, 


Grand Rapids, Mich. 


Use of company symbols or initials in fabric 
designs for offices is a growing trend among 
some of the nation’s most handsome offices. 
The new General Foods office in White Plains 
has also employed specially designed draperies 


in its reception area. See picture. page 14. 


Mt. Aetna, Roman columns make effective fabric pattern 
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Part 2 


Computer output is so fast that no economical mechanism has been devised to record answers. 


Automation: No easy answer 


by Edward Waygren 


Vice president, McDonald Bros., Inc., Management Engineers 
New 


THERE ARE SOME very definite problems that must be 
faced when considering the use of electronic computers in 
office operations, As has been mentioned before, there is the 
problem of input, The data on which the computer will 
work must be broken down into “bits.” In other words, 
you must translate your language into that understood by 
the computer, and the computer recognizes only the differ 
ence between “yes” and “no”—‘go” and “no-go.” This 
is the substance of the binary system on which all digital 
computers are based. 

This may necessitate converting to a punched-card sys- 
tem, and | think we all know that regardless of the benefits 
of such a system, its installation entails considerable time, 
care, knowledge, and, quite possibly, confusion. Implicit 
in all this is the fact that you must get your paperwork 
on a logical basis; you must simplify and prune, convert 
to punched cards and then install the computer. 


Automation or 
no automation, 
a “clean house” 
is essential 


24 


York 


A similar problem is faced at the output end of the com- 
puter, The calculating component works at such speed that 
no known, thoroughly proven and economical mechanism 
is available to record the answers as they are emitted. There- 
fore, these answers must be stored temporarily on magnetic 
tape, punched cards, or some other medium until they can 
be deciphered. 

Overriding these factors is the personnel problem. First, 
people with certain technical skills will be needed. This 
may seem to be relatively unimportant, inasmuch as these 
skills may be readily available. However, an interesting 
observation was made recently by the executive vice presi- 
dent of a large company: “We've never modernized our 
clerical routines. We have been pestered many times to 
install modern equipment, but have always resisted. Dur- 
ing the shortage of skilled clerical personnel while the war 
was in process, we had no problem. We could literally pick 
up people from high schools, with no training, and fit 
them into our organization, Now that I hear there is a 
move afoot to organize punched-card technicians into a 
union of their own, I’m doubly glad we've followed our 
policy. Our entire clerical system is dependent on paper, 
ink, adding machines and people of relatively low skills.” 

A second factor is the monotony inherent in the auto 
mation of office work. Except for a chosen few, there is 
no judgment to be exercised, no skills that must be learned, 
no real pleasure in being subservient to an electronic be 
hemoth, The human problems that are apt to be generated 
because of this must certainly be considered. 

There is also the question of flexibility, and the key to this 
is programming. If a clerk is making a geographic analysis 
of sales following more traditional methods, it is easy to 
say, “Put Louisiana into the Southwestern Region, instead 
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ot the Southern.” It won't be quite that easy with a com- 
puter. 

Personnel must be educated to the proper use of these 
computers. I don’t mean trained—I mean educated. This 
applies to the various management levels, who must have 
an adequate understanding of the computer's possibilities 
as related to their paperwork and statistical problems. Fur 
ther, they must develop a faith in the computer. This is 
best illustrated by the experience of the computer staff 
charged with anticipating the results of the 1952 Presiden 
tial elections. They fed the proper information in, but 
when the computer gave them the answer, they wouldn't 
believe it. [ submit that the staff may have been properly 
trained, but they were not sufficiently educated in the use 
of the computer. 

If all this is wrong with computers, then why all the 
furor? Why all the publicity? Why have so many eminent 
personages been beating the drum for computers? Why have 
they attracted such a large following? (Very few of whom 
actually use computers.) 

There is a good reason, 

First, there are some sound applications, although limited, 
and because they are progressive steps they deserve the 
publicity they have been getting. 

Second, the idea of pushing a button and having our 
problems solved has always had a great appeal, and there 
is a large element of this in our thinking. 

Third, the fact that the computer can objectively, auto 
matically solve problems indicates that there must be a 
rationality, a logic inherent in human activities to permit 
such mechanical resolution of problems. We like to cal! 
ourselves “homo sapiens”—thinking animals—although you 
know and I know that this is the truth all too rarely. 

Finally, much of this publicity must be taken with a grain 
of salt. There is much more smoke than fire. You may 
read about startling developments, but the truth is that 
most electronics companies will work out a problem re 
sulting in a new type of equipment, will get publicity for 
it and then wait for a response, Whether or not they go 
further with development and production depends on this 
response. In the majority of cases, there is little or none. 
I would guess that of all the gadgets, equipment and 


mechanisms of various types bearing on this subject that 
have been written about in the past five years only about 
25 per cent are actually available now. 

Well, what's the answer? Does this mean that electronic 
computers are highly overrated, and have no justification 
for existence? Decidedly not. The answer lies in two 
separate, but parallel, directions. 

First, there is the development of simpler devices in the 
computing field which are designed specifically for clerical 
automation, And I don’t mean the same basic mechanism 
housed in attractive modern cabinets! As has been pointed 


Automation breeds monotony, creating human problems... 


out, the monsters now in use were not originally designed 
with office operations in mind, Computers have more speed 
than can be used, and the speed is made possible by elec- 
tronics. That being the case, suppose we forget the vacuum 
tube and design a series of electro-mechanical components, 
to be strung together as the needs arise? We will have 
speeds that can be handled, much lower costs, greater flexi 
bility and a positivity of action that is not possible electron 
ically. 

Second, as far as use of present-day computers is con- 
cerned, whether or not you automate, you have to apply 
common-sense economics to office operations. You have 
to simplify, modify, and streamline your procedures. When 
you have done this, make a marginal analysis of computers 
as applied to your office. Find out how much more you 
can save with computers, and see if the savings justify the 
cost. 

Whether or not you automate, you should take these 
steps. You can’t automate unless you clean house; if you 
don’t automate you still should have 


a clean house, so 
clean house! 


. . « while people to carry out non-electronic clerical procedures are easier to find and hold than technicians 
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CASE OF THE MONTH 


Seventh of a series describing how concerns have 
improved office methods and procedures 


AMERICAN BUSINESS leadership has (over the years) 
acquired a profound realization of its public responsibili- 
ties. It knows that in advancing the public welfare it is 
improving the atmosphere in which business has to oper- 
ate. It knows the truth of the slogan coined by an early 
president of the Chamber of Commerce of the United 
States: “If it is not for the good of the people it is not for 
the good of business,” 

Business enterprise shows in many ways that it has a 
heart and an understanding of the needs of people. It con- 
tributes to charities, to education, to welfare and seeks op- 
portunity to advance the well-being of its employees. 

In communities across the land, business is banded to- 
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Upper left side of Kardex record leaves space for name of 
organization, type of business. Right side gives type of 
membership, services needed, changes in dues status, area. 
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emesis 


Reverse of card shows services of member, number for 
cross reference, key number, home, business address, of 
key officers of member organization. 


Chamber of Commerce cross-reference 


system based on two simple forms 


gether in local chambers of commerce seeking to promote 
the common good. They are traditionally looked upon as 
leaders of community business progress. 

These local associations of businessmen, together with 
trade associations representing particular industries, are 
brought together into the great national businessmen’s or- 
ganization, the Chamber of Commerce of the United States. 
That organization is the world’s largest business federation. 
It represents in Washington the concerted thinking of 
American business as a whole, and has the duty of express- 
ing the business viewpoint when issues arise that affect the 
national economy. For nearly 40 years its headquarters in 
the national capital has interpreted business to government, 
and in turn has been a channel by which government can 
convey its thinking to businessmen. 

The National Chamber's member organizations now 
number well above 3,000 and its direct business member- 
ship of corporations, firms and individuals reaches a total 
of more than 20,000. Thus, it has become a mighty force 
in American life, with constantly increasing influence in 
national affairs. 

The far-flung operations of the National Chamber re- 
quire efficient organization and modern equipment, Every 
record, every piece of equipment, must be up-to-date. 

The Chamber issues a mass of material for its member- 
ship, frequently seeking views on important issues. If the 
material it compiles is to be used most effectively, member- 
ship lists must be kept current, with record control efficient 
in every respect. 

In much of its mailing to members the Chamber uses 
departmental lists, since its membership is divided into 
departments. For instance, it has lists representing manu- 
facture, merchandising, finance, insurance, agriculture, 
natural resources, and other areas of the national economy. 

These group lists call for sub-listing; in instances, they 
bear names of officers or particular individuals. Cross-in- 
dexing of various kinds is required, with geographical or 
alphabetical designations. 

To achieve true work simplification in the handling of 
its membership records, with its many variations, the Cham- 
ber of Commerce of the United States uses the Remington 
Rand Kardex and Chaindex system of record-keeping. 


The Kardex membership record cards are filed alphabetic- 
ally under the name of the trade association, or corporation 
or business firm name. The front of the card is designed to 
show the name of the association or organization, business 
engaged in, who secured the application for membership, 
when received, when elected and when dues are payable. 
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Kardex membership record cards are filed alphabetically under the name 
trade association, or corporation or business firm name, 


Beneath these headings, the card is divided into two sec 
tions which provide space for noting the year and date of 
dues payment and the amount paid. 

The upper half of the front of this card is divided almost 
in half, The left hand portion furnishes sufficient space for 
the name and address of the member, representative execu 
tive, and brief facts as to the business engaged in. The 
right hand portion is ruled to enter the type of membership 
and services required, changes in dues paying membership, 
and the territory in which the member company or organ- 
ization is located. 

The reverse of this Kardex membership record card 
shows the business services of the member organization, its 
address and membership number for cross reference. The 
name, business and home address, and a key number for 
representative executives of the member organization, can 
be entered below. The information contained on this card 
for trade associations is indexed and cross-indexed by the 
Chaindex installations. 

Chaindex records the membership alphabetically by type 
and kind of industry, as well as alphabetically by name of 
association. A further cross-index of the membership is 
recorded on the Chaindex files which shows the name of 
the executive officers of the individual member organiza- 
tions. This is also alphabetically arranged. 
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In recording the memberships in the names of individ 
ual firms, five-line Chaindex record cards are used. On 
these records, the name is listed alphabetically, and includes 
the member firm’s trade association and address. 

A further Chaindex record gives the names of the indus- 
tries represented and the organizations within the industry 
as well as the executive officers representing both the in- 
dividual firms and the industry itself. In addition, a Chain 
dex record is set up for the executive representatives of 
special organizations within an industry. 

Between the Kardex files and the ready-reference Chain 
dex records, an efficient method is provided of quickly get 
ting the fact-power required by the Chamber of its entire 
membership list and activities. An important feature of the 
entire installation is the easy accessibility of information. 

The indexing and record control of Kardex and Chain 
dex have merged two systems into a single one which def 
nitely has improved the service and increased the efficiency 
of the Chamber of Commerce of the United States in its 
control of diversified membership groups, 

Within the framework of the Kardex and Chaindex in- 
stallations are filed other important history and _ statistical 
records. While the record cards are of different size and 
provide other data, these records are closely correlated with 
each other through the ready-reference features of Chaindex. 
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General chairman Frank Lowe and Jackie Blanchard, Business Show Queen, 
point out the target motif—‘*To Help You Better Your Score in °54” 


Annual California business show opens April 20 


More than 30,000 expected to attend 
Seventh Annual Show in Los Angeles— 


Mayor proclaims *‘Business Show Week” 


SPACE RESERVATIONS by exhibitors at the Seventh 
Annual Southern California Business Show have already 
broken all previous records, and attendance this year of 
more than 30,000—another new record—is anticipated by 
the show sponsor, the Los Angeles Chapter of the National 
Association of Cost Accountants. 

The show, which will open at the Biltmore Hotel, Los 
Angeles, on Tuesday, April 20, and run through the 23rd, 
has as its theme, “To Help You Better Your Score in "54." 
Tying in with the show will be a proclamation by Norris 
Poulson, Mayor of Los Angeles, designating the week of 
April 19-24, “Business Show Week.” 

“For the seventh consecutive year, businessmen will be 
able to see under one roof the newest and atest applica- 
tions and developments in the fields of office machines, 
equipment and methods, with primary emphasis on increas- 
ing efliciency, improving service, and decreasing costs,” 


Show Chairman Frank Lowe said, in outlining the basic 
purposes of the National Association of Cost Accountants’ 
annual exhibit. 

Exhibitors who will display their products at the show 
are: 

Audograph of California; Charles Bruning Co., Inc.; 
Business Systems, Inc.; Calculators, Ltd.; Commercial Con- 
trols Corp.; Ralph C. Coxhead Corp.; Cummins Business 
Machines; Dictaphone Corp.; Diebold, Inc.; Ditto, Inc.; 
Egry Register Co.; and Elliott Addressing Machine Co. 

Also, General Fireproofing Co.; General Office Furniture; 
Gramont Corp.; Griswold & Co.; Milo Harding Co.; In- 
ternational Business Machines Corp.; Glenn C. Leslie Co.; 
Los Angeles Desk Co.; Master Addresser Co.; McBee Co.; 
Miller Desk & Safe Co.; George E. Montgomery Co.; Na- 
tional Cash Register Co.; Ozalid Div. of General Aniline 
& Film Corp.; Pacific States Paper Co.; Postindex Co.; 
Walter Radell Co.; Recordak Corp.; and Remington Rand 
Inc. 

Also, Robotyper Co. of California; Schwabacher-Frey 
Co.; Smart Supply Co., Inc.; Southern California Stationers; 
Stationers Corp.; Sunset Business Forms; Todd Co., Inc.; 
Victor Adding Machine Co.; R. H. Webster Co.; and 
Workman Service. 
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U. S. Steel— 


(From page 21) 


Stemming from this original combination of electric 
typewriter and electric rotary calculator, there is now on the 
market a combination unit which is ideally suited for in- 
tegrated data processing. 

The calculator unit is programmed so that the operator 
can enter a multiplicand and multiplier in the typewriter 
keyboard, extension is made in the calculator, and the 
product is automatically tabulated by the typewriter. The 
total of a series of products can be automatically tabulated, 
and fixed amounts added or subtracted. 

A typical application of this unit is in preparation of 
invoices, 


Systems Application 


With these descriptions and individual applications of 
the electric typewriter, the automatic graphotype, the com- 
bination electric typewriter, and calculator, and the book- 
keeping machine, all equipped with tape reader and/or 
punch, we might now consider a complete systems applica- 
tion of this equipment under the concept of Integrated 
Data Processing. The application we will consider is in 
the field of Sales Data Processing. 

In brief we will integrate the processing of data on a 
sale from the writing of an order all the way through its 


execution to the receipt of payment and the preparation of 
statistics. 


A. Sales office processing. 
At the sales office, a customer’s order would be prepared 
on an electric typewriter with tape reader and punch. On 
file at the sales office we would have tape prepunched with 


[___] vtomaricauty TYPED FROM TAPE 


[J wanvauey Tyeco 


[| AUTOMATICALLY TABULATED 
-_— 


Exhibit 2 


information which is repetitive on each customer's orders. 
This would cover such items as charge to, sold to, routing 
and rate. 

(Here Exhibit 1 was shown at the conference.) 

In this typical sales order, the items shown in blue were 
automatically typed from the master tape and the items 
shown in black are the variables for the specific order, 
such as order number, date, item description, quantity, etc, 
In the course of typing the order form (which is an offset 
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master) we would produce two five channel punched paper 
tapes for use at the manufacturing plant. The one tape 
would carry full order detail for invoicing purposes. The 
other tape would carry selected data for production plan- 
ning and scheduling purposes, (This is possible through 
the program tape feature of the unit.) 

B. Plant processing. 

At the plant, the offset master is used to produce the 
Order Acknowledgement and production orders for the 
various manufacturing units involved, The tape for pro- 
duction planning purposes is converted to tabulating cards 
for each order item by a tape-to-card unit about which 
you will hear more later. The cards thus created are used 
in a mechanized production planning and scheduling sys- 
tem. The tape can also be used to create plates on the 
automatic graphotype for preparation of identification tags 
and labels. 

C. Invoice and Receivables Processing. 

When shipment is made against the order, the other 
tape, furnished by the Sales Office and carrying full order 
detail, is fed into a combination electric typewriter—calcu- 
lating unit (such as was previously described) and from 
the shipping papers and the common language tape the 
invoice is prepared, 


Closed circuit television was used at the conference to 
demonstrate machines carrying out procedures described 


(Here Exhibit 2 was shown at the conference.) 

In the sample invoice shown, all of the detail blocked 
with a solid line is automatically typed from the tape. The 
detail blocked with a dash line is manually typed. All of 
this automatic and manual typing is performed on the 
combination unit so that when we manually type quantity 
shipped and the unit price, these entries are carried by con- 
trol cricuit as the multiplier and multiplicand to the calcu- 
lator. The extension is made and the product is automatic- 
ally tabulated on the invoice in the amount column. The 
detail automatically tabulated is shown on the sample 
blocked with a dotted line—including the total invoice 
amount. The invoice illustrated is simple in nature. It 
should be pointed out that the combination unit can be 
programmed also to calculate and deduct discount, to 
calculate sales tax, and to calculate and add freight, if pre- 
paid. This describes the invoice preparation, as such. 

You will recall that in our description of the combina- 
tion typewriter calculator, we indicated that it would pro- 
duce punched tape and punched cards. In the preparation 
of the invoice, these features are used to the extent that a 
punched card is automatically produced for each item 
shipped carrying all of the codes and details necessary for 
sales statistics purposes. Classification and recapitulation is, 
of course, accomplished through punched card accounting 
machines. Further, in the course of preparing the invoice, a 
punched tape is produced carrying the necessary detail for 
posting to accounts receivable ledgers. Posting to the ac- 
counts receivable ledger card is achieved automatically by 
feeding the punched paper tape for the invoice into a tape 
reading and punching bookkeeping machine such as was 
described earlier. 

In the application just described, covering the field of 
Sales Data Processing, it is believed that you can see a 
fulfilment of the Integrated Data Processing concept where- 
in we have: 

1. Recorded data at the point of origin on office machines 
which create punched tapes or cards as the automatic by- 
product of the recording operation. 


2. Processed original and subsequent data on office ma- 
chines which read and punch tapes or cards so that all data 
are self perpetuating. 


This application to a large extent followed the direct use 
of punched tape in the processing of data. While we have 
talked in terms of punched tape, it should be noted that in 
this application and others, a unit card, edge punched with 
the five channel codes, can be used to advantage in actu- 
ating the units described. 

The last speaker of the first day of the conference, L. W. 
Calkins, of the Accounting Methods Planning Division, U. 
S. Steel Corporation, discussed “Conversion and High 
Speed Processing” in the integrated data processing system. 
A digest of his remarks follows: 


, 

Instead of using technical language throughout this pre- 
sentation, | suggest we discuss the area of conversion and 
high speed data processors so that when finished you will 
have a feeling of how very close you are to utilizing and 
applying electronics through the five channel punched pa- 
per tape common language. 

Let me define electronics as the use of electronic devices, 
and using them instead of mechanisms to perform some 
function faster, or better, or, in some cases, where it is 


(To page 86) 
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It’s the chair 
with the 


Fiber Glass Base 


The fiber glass base on a Sturgis 
chair smiles at life’s knocks. No 


) 
1 
) 
! 
| 
| 
| 
| 
| 
! 
L 


amount of office abuse will dent or 
disfigure it. Never needs maintenance— 
just a wipe with a cloth and clear 
polish. Gray, green, walnut or black, on 
9 executive and stenographic models. 


Engineered for Long Life and Minimum Maintenance 


Nylon Thrust Bearing-takes a lifetime of swiveling. 
Ball Burnished Spindle Bearing:perfect fit for long life. 
Superior Castersversize ball bearings, extra wide rubber wheels. 


STURLON © Finish On Metal Parts:20 to 20 times as abrasion- 
resistant as other finishes. 


ra 
/THE STURGIS POSTURE CHAIR COMPANY 
: 4 General Sales Offices, 154 East Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated folder on 
ty chairs with fiber glass bases. 


POSTURE CHAIRS 


Monufactured in Sturgis, Michigan and Charleston, South Carolina 
THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN 
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Firm Nome 


Address 
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GLOBE-WERNICKE 
Safequard Filing System 
restored him to executive duties 


i's TRUE as gospel! With the old 
filing set-up the Boss figured no- 
body could find what he wanted 
but himself. He was more than 
half ee But that’s what an anti- 
quated filing operation will do to 
any business. It’s a lot different 


with Safeguard. 


G/w sarecuarD Filing System is so 
simple even a novice can under- 
stand it—and make it work. You 
can't misfile papers unless you try 
mighty hard, because it’s actually 
more difficult to file incorrectly 
than to do it right. 


at P i 
any, ee yi > 


You Save time and motions both in 
filing and removing papers. You 
also save time and tempers for ex- 
ecutives needing filed material. 
These savings are converted into 
cash—day in and day out. 


32 


“Meet the 


highest priced 
filing clerk 

in the world— 
my BOSS!” 


tHe exctusive G/W Safeguard File 
System costs about the same as any 
ordinary file system; that’s FIRST 
COST! It costs so much less for 
operation—saves so much time, 
saves motions, saves frayed nerves, 
saves executive time—it (to use a 
worn phrase sincerely) pays for it- 
self quickly, and then pays divi- 
dends to the business. 


pepenvaste Globe-Wernicke dealers 
will survey your filing operation, 
make recommendations. They will 
demonstrate the Safeguard System 
to your executives, file supervisor, 
filing clerk, in a B-I-G or teeny 
business. You'll find this G/W 


dealer listed in your classified 
‘phone book under “Office Equip- 
ment.” Or a line to us on your let- 
terhead will bring you his name. 
Address Dept. 2-OM. 


Cincinnati 12, Ohio 
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Victor Adding Machine Co. 


purchases McCaskey Co. 
The Victor Adding Machine Co., of 


| Chicago, recently acquired the assets of 
The McCaskey Register Co., of Alli- 
_ ance, Ohio, and the merger of the two 
| firms was formally approved at a meet- 


ing of McCaskey stockholders. 

President A. C. Buehler 
and his son, Carl Buehler III, executive 
vice president, announced that all op- 
erations will be maintained intact, with 
a minimum of change of policy and 


Victor’s 


| procedure. 


Victor and McCaskey have worked 
together for more than 30 years, Victor 
building the adding mechanism used 
in McCaskey cash registers. The merg- 
er will combine the resources, the busi- 
ness machine production, the selling 
experience, and the product research 
and development facilities of both 


/ companies. 


Toledo program scheduled 


The Toledo Office Equipment Com- 


| pany will hold its annual Office Plan- 


ning and Information Program this 
year on Friday, April 23, at its show- 


| rooms, 214 Summit St., Toledo, Ohio. 


Speakers at the morning session of 
the one-day conference will include 
Ken Cunningham, Owens - Illinois 
Glass Co., discussing “Glass Block and 


| Toplite Construction for Office Build- 


ings’; E. A. Shriver, Westinghouse 
Electric Co., on “Air Conditioning— 


Commercial and Package”; Benjamin 


F, Leaman, Owens-Corning Fiberglas 


Corp., talking on “Acoustics in Of- 
ces”; and H. E. Carney, Toledo Edi- 


/son Co., discussing “Correct Office 
| Lighting.” A speaker from the Sher- 


| win-Williams 


Co. will also discuss 


“Color Harmony in Offices.” 
At the afternoon session, speakers 
will be: Robert M. Fleming, Leopold 


| Co., talking on “Wood Office Furni- 


ture—How It Is Built”; Lee Mara, 
Textileather Corp., discussing “Vinyl 
Coated Fabrics in the Office Equip- 
ment Field”; Earl E. Hanson, Johnson 
Chair Co., on “Chairs—Wood, Steel, 
Aluminum”; George C. Ohland, Met- 
al Office Furniture Co., speaking on 
“Steel Desks and Files—Construction 
and Engineering”; Stanley R. Akers, 
Meilink Steel Safe Co., talking on 
“Fireproof Files and Safes”; and Floyd 
FE. Zinkhon, American Lead Pencil 
Co., discussing “The Evolution of 
Writing Instruments.” Another speak- 
er, as yet unannounced, wll speak on 


| “Filing Systems.” 
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FOR PROFESSIONAL 
IMPRESSIONS 


Designed for secretarial efficiency, Silk 
Spun Carbon Paper combines the ultimate 
in advanced features: Its clean edge and 


thumb-cut corner mean true handling 


convenience! The velvety Miracle Tone 

back treatment resists both curling and 

slippage while adding extra life. , 

For that professional look in co nd- 5 ars f Hii; “SPUN 
pr i ook i rrespo: 9 4 Y 

ence, Silk Spun pure silk ribbons excel. (oa ae =f s), \BBON 

Crisp, sharp-writing and long-wearing, es your" rR 

they give unfailing user satisfaction. 

Silk Spun carbons and ribbons are avail- 

able in a complete range of densities and 

colors. There’s a perfect one for every 


application. Write for free carbon paper 
samples today! 


SAMPLES SENT FREE! 


VOLGER, IN Cc. 
PARK RIDGE, NEW Jersey 
RUSH SAMPLES IMMEDIATELY 


x Electric Regular ~Noiseless 

and usually make Typewriter 
Nese _ copies. 

Address 

City 


There are Zone 


State 


——— typewriters in our C flice 
om-} 
April, 1954 OFFICE MANAGEMENT 
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Minnesota Mining sponsors 
contest for workers 
in offset departments 

A national “Photo Offset Plate” 
contest for people employed in or as- 
sociated with any type of offset dupli- 
cating department in the United States 
or Canada is being held by Minnesota 
Mining and Manufacturing Co, First 
prize in the contest is a 1954 Mercury 
sedan, second prize is $500, and there 
are ten third prizes of $100 each. 

Entrants are required to complete 
in 25 words or less a statement begin- 
ning “I switched to 3M Photo Offset 
Plates because. . . .” Prizes will be 
awarded on the basis of “uniqueness 
and aptness of thought,” and winners 
will be announced in June. Closing 
date for entries in the contest is April 
15. 

Contest entry blanks may be ob- 
tained from 3M Offset Plate local deal- 
ers, or direct from 3M Printing Prod- 
ucts Division, St. Paul 6, Minnesota. 


Wesley Plunkett, Friden Co., 
dies in California 
Wesley Plunkett, a member of the 
board of directors of the Friden Cal- 
culating Machine Co., San Leandro, 


Calif., died on February 23rd at his 
home in Mill Valley, Calif. He was 
a founder of the company. 

Mr. Plunkett was a native of San 
Francisco. He is survived by his wid- 
ow, three sons, a daughter, and six 
grandchildren. 


IBM announces increased 

benefits for employees 

Increases in company-paid employe 
benefits have been announced by In- 
ternational Business Machines, which 
double payments to workers for the 
first three days of illness, increase 
maximum daily payments for hospital 
room and board two dollars a day, 
raise the allowance for other hospital 
charges from $80 to $100, and give 
employees and their families company 
paid hospitalization benefits from the 
first day of employment. 

Retirement benefits for employees 
with ten or more years’ continuous 
service have been increased ten dollars 
a month, and those already retired un- 
der the IBM retirement plan are re 
ceiving the increased payment. 

The company has also raised the 
maximum individual reward which 
may be paid for employee suggestions 
from $2,500 to $5,000. 


it’s Dramatically New! 


“agnt 


WINDOW TYPE ROOM 


Special Machines Department 
opened by Burroughs Corp. 

Burroughs Corporation has estab- 
lished a Special Machines Department, 
with headquarters in its New York 
branch office, for pilot sales and instal- 
lations of new products not yet fully 
developed for regular marketing dis- 
tribution through the Burroughs or- 
ganization. 

Part of the department’s purpose, ac- 
cording to Burroughs officials, will be 
“to accumulate the experience and 
knowledge necessary for general re- 
lease of new types of business equip 
ment for the field organization.” 

Robert W. McLeod, formerly super 
visor of Burroughs Sales Promotion 
Industrial Section, has been made man- 
ager of the new department, which 
will function as a home office activity. 


Cooling unit prices rise 

Prices on the restyled and re-engi 
neered 1954 packaged air conditioner 
line of the United States Air Condi- 
tioning Equipment Corporation will 
be one to five per cent higher than 
those on corresponding 1953 units, it 
was announced recently by L. P. Han- 
son, vice president in charge of sales. 


AIR CONDITIONERS 


“2, %e and 1 Ton Units 


With the Capri Air Conditioner, you have the 

answer to any customer's need. Popularly Priced; 

Modern Styling; Dehumidifier; 2 Speed Da-Nite 
— Cooling; Exhausts Stale Air... Intake fresh, cool 
outside air. Double Size Filter for greater health — 
_ protection 


A mere flick 
of the 


fia 


for desired 


a ’ 
<a 


Jobbers: Send 


FRI ve « ; ‘ 
GID you have a proved 1954 illustrated 


, styling and 


. 


It's FRIGID for Home and Industry... 
Reversible Window Fans; Hassock 
; ‘Tans; Blowers; shutters; Exhausts... 
fight to give you more profits in 54. 


_FRIGID 


126-168 THIRTY-SECOND STREET 


eTuls TH 
ELECTRICALLY REVERSIBLE 


WINDOW FANS 


© Quiet Speeds . . . 3 Speeds Exhoust, 3 Speeds intake 


INCORPORATED 


BROOKLYN 32, N. Y. 
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A This desk is equipped with the new 
Mode-Maker Stationary Typing Shelf, 
a unit which makes it possible to use 
a typewriter at a conventional desk. It 
is intended for use by persons who 
need a typewriter only occasionally. 
The shelf is installed easily by remov- 
ing an upper drawer and a sliding 
tray and then inserting the typing 
shelf. It can be removed as easily. The 
shelf has a swivel pad to which the 
typewriter can be bolted. Both desk 
and shelf are made by The General 
Fireprooting Co., Youngstown 1, Ohio. 


V One of seven new pieces of furni 
ture recently introduced by Knoll Asso 
Inc., 575 Madison Ave., New 
York 22, this coffee table has a top of 


clates, 


four clear maple sections divided by a 
walnut cross strip. The table is pro- 
vided with legs of walnut. It is also 
offered with an all-walnut top. The 
table measures 42 inches across the top 
and it is 15') inches in height. It was 
Knoll. Other 
new items include a Swedish side chair 


designed by Florence 


and several other models of chairs, 


April, 1954 


OFFICE MANAGEMENT 


PA telephone receiver placed over 
this Fonadek unit amplifies the voices 
at both ends of the line so the ‘phone 
can be used from a distance. It is 
made by Consolidated International 
Equipment & Supply Co., 1112 N. 
Homan, Chicago 5}. 


New 
for the office 


p> This twin-brush medium-size floor 
conditioner is designed for office use. 
The 8-inch brushes turn in opposite 
directions. It is manufactured by Red 
Devil Tools, Irvington, N. J. 


> This desk stabilizer provides adjust 
able support for more than 200 pounds 
of weight, yet is collapsible to 17- 
inch length tor storage. It is made by 
Pres-ToLine Corp. of America, 2339 
Cotner Ave., Los Angeles 64. 
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The “Silent Sentry” is a device that 
“knows” when a person has come near 
it; it can be set to respond by turning 
lights or machinery on or off as appro 
priate, It is not a photoelectric cell, 
yet it is sensitive enough to react to the 
presence of persons without their touch 
ing it. It can be used to turn lights on 
when a person approaches a display 
window, to sound an alarm or take a 
photograph when anyone enters a re- 
stricted area, to turn off machinery if 
any part of the ope rator’s body comes 
near a dangerous part of the machine, 
and for many other purposes, It is 
manutactured by R. G. Genzlinger, 
Inc., Neshaminy, Pa. The device is 
said to be easy to instal] and economical 
to operate, 


V This new check signer is made by 
the Safeguard Corp., Lansdale, Pa. It 
has a gravity feed check shelf designed 
“to make checks practically self-adjust- 
ing.” The signer uses a removable 
facsimile signature plate of brass, which 
macerates the signature into the paper. 
Other features include two special locks 
and a number counter. 


q “Boardmaster” visual control systems 
are now available in custom sizes and 
with new applications. The boards are 
of aluminum; pre-cut cards are easily 
inserted in small slots in the board to 
provide visible intormation on numer- 
ous aspects of business operations. The 
boards can be mounted on a_ wall, 
swung in a wall bracket with other 
boards, or used flat on a desk. To- 
gether with blank and preprinted cards, 
they are offered by Graphic Systems, 


- 55 W. 42nd St., New York 18. 


V The 1954 model “Coffee Bar,” re- 
cently introduced by the Bert Mills 
Corp., St. Charles, Ill., has a 500-cup 
capacity, adjustable screw legs to level 
the cabinet on an uneven floor, a “roll 
out” internal mechanism for easy serv- 
icing, and a dehumidifier. 


OFFICE MANAGEMENT 


V IBM's new 12-hour “Self-Regulaung 
Electronic Time System” has an extend- 
ed correction range so that clocks that 
have been shut off due to power fail- 
ures during storms, repair work, etc., 
can be corrected automatically even if 
they are as much as 11 hrs., 59 min., 
and 5 sec. behind. IBM is located at 
590 Madison Ave., New York 22. 


A This electric eraser is now offered 
by the Barber-Colman Co., 1200 Rock 
St.. Rockford, Ill. It operates on 115- 
volt, 60-cycle AC, and the manutac- 
turer points out that it has no brushes 
or commutator to clog or fail. The 
new eraser can erase pencil, ink, or 
type. It is controlled by an automatic 
switch. The manufacturer considers it 
especially suitable for stenographers, 
engineers, artists, and others. 
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A Stria Acoustical Tile is a new prod 
uct of the Owens Corning Fiberglas 
Corp., Toledo 1, Ohio. The tile con 
sists of a multitude of fine glass fibers. 
These are pressed together to make 
boards containing many minute air 
cells. The resulting porous structure 
absorbs sound, yet provides a decora 
tive surface which can be painted as 
many as eight times with non-bridging 
water-base paint without losing its 
acoustical properties. The tiles come 
in 12x12-in. and 12x24-in. sizes. 
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q This is the model 600 rotary syncro 
tilt executive chair recently introduced 
by the King Posture Chair Co., 953 S. 
Raymond Ave., Pasadena 2, Calif. The 
base is of aluminum, riding on two 
inch casters, The seat has coil springs 
and the back and armrests are cov 
ered with foam rubber. 


A This combination stamp pad and 
pen set was designed to improve bank 
and office operations requiring the use 
of date and other stamps, ink pads, 
and pens. The base is of cast alum 
inum in a grey Hammertone finish, 
and the set includes a Paper-Mate pen. 
It is made by Metal Products Engi 
neering, Inc., 4000 Long Beach Ave., 
Los Angeles 58. 


q\ simple device to improve air com- 
fort is this humidifier, which is pro 
duced by the Ajay Mfg. Co., 331 
Southwest Blvd., Kansas City 8, Mo. 
The humidifier is designed to fit any 
fan or any hot air outlet, snapping on 
with flexible attachments. When filled 
with water, it moistens the air as a 
means of cooling in summer and of 
preventing dryness in winter. 


OFFICE MANAGEMENT 


q the Burroughs Corp., Detroit 32, 


has introduced a new line of tull-key 
board electric adding machines called 
the “Director 200." The machines 
have adjustable spacing controls to 
permit multiple spacing of figures on 
the tape, a transparent tear-off blade, 
and an over-size platen twirler. 


A Dolin Metal Products, Inc:, 315 Lex 
ington Ave., Brooklyn, N. Y., is now 
manutacturing a five-drawer blueprint 
cabinet. It is made of heavy gauge 
furniture steel, electrically welded 
Kach drawer rides on six ball bearing 
rollers and is equipped with a fixed 
rear hood and two hinged tront com 


pressors. The drawers are 37 in 


wide, 25° 


4 in. deep, and 2'4 in. high 
inside. Two five-drawer units can be 


mounted together on a flush base. 


‘> 


———- aa 


ae 
— oo 


A This Protectograph check signer is 
capable of signing more than 5,200 
checks an hour, states its manufacturer, 
The Todd Co., Inc., 1150 University 
Ave., Rochester 3, N.Y. This in 
creased speed is possible because ot 
the addition of an automatic feed. 
The feeder can hold checks of any 
shape or size, with vouchers at top 

or bottom and stubs lett or right. 
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» Tenite acetate plastic is now being 
used to make tab indexes. The new 
plastic tabs are manufactured and sold 
by C. L. Barkley & Co., 1220 Van 
Buren Street, Chicago 7, Illinois. 


A This automatic stapling machine is ' 
designed to accommodate a conven- — ’ 
tional desk stapler, It is manufactured 
by Andrew Technical Service, 6972 
N. Clark St., Chicago 26. The stap- 
ling mechanism is actuated by the 

l mere touch of paper against the switch VW The Autopoint DeLuxe Ash Receiv- 

arm. er has a removable chrome ash-grille; 

the metal inside tray is also removable 
for cleaning. The ash-grille is con- 

Vithe Moistix envelope moistener sidered windproof, to prevent gusts of 

uses a roller to give even, controlled, wind from disturbing ashes in the tray. 

distribution of water over the envelope The tray is made by the Autopoint 

flap. It may be used also with stamps, Co., 221 N. La Salle St, Chicago 1. 

labels, ete. The manufacturer is Ber- 

nay Products Co., 412 S$, Wells St, 

Chicago 7. 


A Stamps can be both moistened and 
applied with this new device at a rate 
of about 100 stamps in five minutes. 
It can also be used to seal envelope 
flaps. The device is called Dispens-A- 
Stamp and it is manufactured by Dis- 
pens-A-Label Devices, 201-203 Boggs 
Ave., Pittsburgh 11, Penna. 


q The Kiwi tape marking attachment 
for use with Derby 32 and Derby 32-T 
gummed tape dispensers is manufac- 
; tured by the Kiwi Coders Corp., 3804 
e ‘ N. Clark St., Chicago 13. It may be 
a f used for code dating, name marking, 


numbers, addresses, identification 
marks, messages, and other such uses. 


qVhe Unityper H provides a means of 
recording typed information in code 2 
on magnetic tape, simultaneously -" tee ” 7 
printing a proot-copy of letters and 
numerals. It is designed for use with 
the Univae electronic computer, and 
is made by Remington Rand Inc., 315 
Fourth Ave., New York 10, 


p> this is one of three new Haz-Bin, 
Jr. steel cabinets built by Akro-Mils, 
Inc., P.O. Box 989, Akron 9, Ohio, for 
storing electros, mats, plates, etc. Three 
sizes are available. 
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Ideal for any office 
where space is limited 
A filing cabinet, typewriter stand and storage cabinet all 


in one. Just what you need if your space is limited. A ball- 


bearing, retractable typewriter desk is built in and pro- 


tected by a locked outer door. The touch of your finger 
will glide the ball-bearing carrier back after use, ready 
to lock up your typewriter safely. Also has three Cole 
letter size, ball-bearing drawer Plus two storage compart- 
ments under lock and key. Made of heavy gauge steel, 
will last a lifetime. Size 37’’ wide, 40° high, 17" deep. 


Olive green or Cole gray baked enamel finish. 


No. 379 LETTER SIZE $5495 


All units available with 
plunger type lock that automatically 


LEGAL SIZE 
locks all drawers at $7.50 add'l. 


The above with legal size instead of 
letter size drawers. 40" wide, 40” high, 
17” deep No. 879 $57.95 


Similar to above No. 379 but with two double 
index drawers added, replacing the top letter 


ish size drawer. Index drawers are designed for 3x 5 
° one eet 


tis ae or 4x6 cards (6400 capacity). Can also be used 


for leases, contracts or cancelled checks. Olive 


green or Cole gray baked enamel finish. 


| No. 479 $5995 


Typewriter and supplies 
out of sight, safe, 


under lock andkey. —» | 


Available in Grained Walnut, Mahogany or Knotty Pine finish $12.50 additional 


Above are two fast-moving Combination Units’... 20 other models available. 


STEEL EQUIPMENT COMPANY. 
285 Madison Avenue, _— New York 17, New York 3 
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Coea STEEL EQUIPMENT CO.INC.NEW YORK a 


MADE IN. U.S.A, 
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FREE 


A set of interlocking stackers 
furnished FREE with each Pronto file. 
They interlock securely for stacking 
as high as the ceiling. 


suve with PRONTO 


Ruggedly built of 275 lb. fibre board, 

reinforced with steel on the shell 

and the four corners of the drawers. 

Beautifully finished olive green steel drawer fronts 
match your regular active files. 


Single Carton 
Used for Width Height Length | File No. Lots Lots 


‘Letter Size 12%” 10%” 24” | 1210L $4.45 ea.$4.35 
*Legal Size 15%” 10%" 24”) 1510L | 5.60 ea. 5.50 


Check Size 9%" = 4%" 24" | “19411 3.00 ea. 2.90 
8x5 Forms (2 rows) 107%” 8%" 24” 108L 4.25 ea. 4.15 


Freight Bills 9%" a 24” 1971L 3.55 ea. 3.45 FOLLOW BLOCKS 


” “ | te) 
5x8 Forms 8% 5%" 24”) 1851L 3.30 ea. 3.20 LETTER SIZE $4 ie oe anh 
4x6 Cards (2 rows) 12%” 5” 24” | 1245L 3.95 ea. 3.85 


*Ledger Sheets 12%” 12%” 18” 1212M 6.70 ea. 6.60 LEGAL size 55°° 
*Packed 6 to a carton — All others, 12 to a carton CHECK SIZE $300 


WRITE FOR LATEST CATALOG SANITARY BASES — Available for every size Pronto .... $3%° 


pronto 


TORAGE FILES PRONTO FILE CORPORATION, 285 Madison Ave., N. Y. 17 
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News 


pictorial 


VY General Lamps Mfg. Corp., Elwood, 

- - Ind., passes its 60th year. President O. 
Sacksteder, Jr., left, watches as Mrs. 
Sacksteder cuts the cake. Also present 
are Fred Blickle, W. P. Cannon, Mrs. 
Blickle, and Mrs. Cannon. 


17 


> A charter member of the National 
Office Management Association returns 
to it by joining its newest chapter— 
Westchester County, N. Y. L. to r.: 
William Rowland with Chapter Presi- 
dent Fred Jones, of General Foods. 


April, 1954 OFFICE MANAGEMENT 


A To aid companies in developing and 
improving their business forms, the 
Mercury Printing Co., 200 Hudson St., 
New York 13, has set up a “Systems 
Workshop” whereby systems men can 
test their theories. It contains many 
drafting and reproduction aids and 
other facilities for forms production 
and pre-testing. In addition, trained 
systems men are available to assist. 
These services are provided without 
charge. 


q This is an installation in the U, S. 
National Bank, Bank Loan Center, 
Omaha, Neb., using Softone oak fur 
niture made by The Leopold Co., Bur 
lington, Iowa. All exposed wood is 
finished in Softone oak, with pine 
green top grain leather on chairs and 
desk. The walls are of yellow-green, 
the rubber tile of tans and greens. 
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A Monthly Feature 


Tools of the Office 


Air Conditioners—Fans and Air 
Circulators—Water Coolers 


US Air Co., model 7975 


E-5 


Emerson model E7BI 


ial 
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RCA Victor model 75 De 


luxe 


Manufacturers’ List on Page 59 


Sutton “Vornado” model 75WAC 


International Harvester model M-750-D 


Frigidaire model ART-100 


Ain’ Hite 
Mitchell M-344 
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Worthington model SCY-60 


In describing the cooling capacities 
of air conditioning equipment, manu- 
facturers often use terms that are con- 
fusing to the layman. One company, 
for example, will speak of a “half- 
ton” unit, while another refers to a 
similar model as having “one-half 
horsepower.” Companies also discuss 
cooling capacities in terms of British 
thermal units (B.T.U.). 

The use of the word “ton” refers to 
the amount of cooling that can be 
produced by melting a ton of ice over 
a 24-hour period. Thus, a three-quar- 
ter ton unit will produce the same 
cooling effect as the melting of three 
quarters of a ton of ice per day. 

By a convenient coincidence, the 
cooling effect of a given number of 
tons of ice can be equalled, approxi- 
mately, by an air conditioner having 
a compressor horsepower of the same 
given number. For all practical pur- 
poses, therefore, a three-quarter horse- 
power conditioner will produce the 
same temperature change as three- 
quarters of a ton of ice. The terms 
“horsepower” and “tons” are thus in- 
terchangeable when speaking of air 
conditioners. 

For convenience, all equipment de 
scribed in this section is referred to in 
terms of its compressor horsepower, al- 
though the manufacturer may describe 
it in terms of its ton equivalent. Should 
the reader have occasion to refer to 
manufacturers’ specifications, he should 
be careful not to confuse this figure 
with the fan horsepower, which is gen- 
erally much less, and which only affects 
the conditioner’s capacity for deliver- 
ing the air, 

As for British thermal units, it may 
be considered that a one horsepower 
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conditioner can dispel approximately 
12,000 B.T.U. per hour. 

Window-type air conditioners nor- 
mally range in size from one-third to 
one-and-one-half horsepower. These 
are air cooled, dispelling heat into the 
air outside the building. Console-type 
units may be either air cooled or water 
cooled. The smaller models are often 
air cooled, but larger installations are 
usually water cooled. Water cooling, 
of course, requires the use of extra 
plumbing. Console models for use in 
private offices usually range in size 
from three-quarter to one-and-one-half 
horsepower. Larger units for large 
ofhce areas may be as large as twenty 
horsepower. Those air conditioning 
systems used for whole buildings, of 
course, must be much larger. 

Except for the size ranges indicated 
in the preceding paragraph, it is im 
possible to specity how large a unit is 
required for any given space without 
knowing the particular conditions ap- 
plicable to that space. In a northern 
climate, for example, a one-half horse- 
power conditioner may be more than 
ample for cooling a small private of- 
fice, whereas a larger unit would nor- 
mally be required in a warm area. 

Other factors affecting the size of 
unit required for a given space, aside 
from room size, include the amount 
of window area, the degree to which 
the walls are exposed to direct sun 
light, the insulating qualities of the 
wall construction, the presence or ab 
sence of heat-producing office equip 
ment, the number of people using the 
space, and the existence or non-exist 
ence of air-conditioned spaces surround 
ing it, including those on the floors 
below and above. 

While this survey is limited to 
equipment which actually cools the 
air, it should be pointed out also that 
comfort can be considerably improved 
in humid climates by the use of equip 
ment that dehumidifies the air with- 
out cooling it. Dehumidification equip 
ment as such is not included in this 
survey, owing to space limitations; 
standard cooling equipment, however, 
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performs certain dehumidification func- 
tions as part of the cooling operation. 


Amana Refrigeration, Inc. 

Illustration. At right. 

Model Pictured. Model 75. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. \n addition to cooling, 
provides air filtering, dehumidification, 
heating, and can ventilate without 
cooling. Designed for use with both 
double-hung and casement windows. 
Direction of air flow’ controllable. 
Temperatures controlled automatically 
by thermostat. 

Dimensions. Width, 25 in., height, 
15 in.; depth 34-15, 16 in. 

Other Models. Two similar window 
models, air cooled, one of ) h.p., the 
other of | h.p. capacity. All three 
units are of the same cabinet size and 
have the same features. 


Carrier Corp. 

Illustration. Opposite page. 

Model Pictured. No. 51Q3. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Equipped to provide de 
humidification, air filtering, and 
ventilate without cooling. Has automa 
tic temperature control, using thermo 
stat. Designed for flush-with-sill in- 
stallation, and has window locking de 
vice and adjustable air outlets. 

Dimensions, Width, 26% — in.; 
height, 14-15/16 in.; depth, 337% in. 

Price. Approximately $399. 

Other Models. Window models ot 
%, %, and | hp. air cooled, Air 
cooled console models of 1 and 1% 
h.p.; one water cooled console model 
of | h.p. These have the same features, 
except that the 4 h.p. model does not 
have thermostat control. Models of | 
h.p. and over require 208 or 230-volt 
current. Prices range approximately 
from $239 to $459. Larger models up 
to 15 h.p. also available. 


Chrysler Corp., Airtemp Div. 

Illustration. This page. 

Model Pictured. No. 1750, 

Type. Casement window unit, air 
cooled. 

Cooling Capacity. ', h.p. 

Features. Equipped to provide de 
humidification and air filtering, and 
can ventilate without cooling. Thermo 
stat controls temperatures automatical 
ly. This unit especially designed for 
use in casement windows; it does not 
extend outside the window, and gener 


General Electric model FD50CG 
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ally does not interfere with opening 
and closing of window. Direction { 
air discharge controllable by moving 
grilles. 

Dimensions. Weight, 36% in; 
width, 16% in.; depth, 12% in. 

Price. $374.70 

Other Models. Three standard air 
cooled models for standard windows 
in 4, %, and | h.p. sizes. Two other 
air cooled units, of % and | hp. 
capacity, with provisions for heating. 
Thermostat optional on all models. 
All models dehumidify, filter, cool, 
and ventilate, 


Cory Corp., Fresh’nd-Aire Div. 

Illustration. Preceding page. 

Model Pictured, One of the 1954 
Fresh’nd-Aire “Electromagnetic” se 
ries, 

Type. Window model, air cooled. 

Cooling Capacities. Models avail 
able in ¥Y,, %, and 1 h.p. sizes. 

Features, 1s designed to filter, de 
humidify, and heat, in addition to cool- 
ing, and can ventilate without cooling. 
Temperatures controlled by thermo 
stat. Has push-button controls which 
govern not only the heating and cool- 
ing mechanisms, but also open and 
close vents and air control baffles. Has 
a special window mounting bracket to 
simplify installation, and permit plac- 
ing unit flush with outside or inside 
wall, or at any desired intermediate 
position. 

Prices. Of the Y% hp. unit, No. 
A412, $329.95; of the % h.p. unit, No. 
A434, $399.95; and of the | h.p. unit, 
No. A410, $459.95, 


Curtis Refrigerating Machine 
Div., Curtis Mfg. Co. 

Illustration. Page 51. 

Model Pictured. No. CMA 1094. 

Type. Window model, air cooled. 

Cooling Capacity. \ h.p. 

Features. Can dehumidify, filter, 
and heat; can ventilate without cool- 
ing. Temperatures controlled automa 
tically. Has adjustable louvers to direct 
air flow, 

Dimensions. Width, 26% — in: 
height, 1614 in.; depth, 30 in. 

Price. $459.95, 

Other Models. Two air cooled win 
dow models of % h.p. capacity; the 
smaller does not have thermostat con- 
trol and differs in minor respects. 
Also, five larger console (“package”) 
models of varying capacities, equip- 


ped for cooling, heating, dehumidify- 
ing, filtering, and circulating. 
Electriglas Corp. 

Illustration. Page 52. 

Model Pictured, “Twin-Features.” 

Type. Window model, air cooled, 
with radiant heating. 

Cooling Capacity. 4 h.p. 

Features. Automatic control of both 
heating and cooling. Can provide ven 
tilation without heating or cooling. 
Heating unit is a two square foot elec 
tro-thermal glass panel protected by a 
decorative grille. 

Dimensions. Width, 26 in.; height, 
15 in.; projection into room, 9¥, in. 


Emerson Radio & Phonograph 
Corp. 

Illustration. Page 46. 

Model Pictured. No. E7B1. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Equipped for dehumidifi 
cation, air filtering, and heating, and 
can ventilate without cooling. Tem 
peratures controlled automatically by 
thermostat. The manufacturer says 
that the unit is so designed that it can 
be installed by the purchaser, Can be 
fitted to casement windows. Grille 
sections adjustable to control air flow. 

Dimensions, Width, 26% in.; height, 
15 in.; depth, 28% in. 

Price. $369.95. 

Other Models. A total of 29 models, 
including window and console units, 
ranging in size from 4 h.p. to 3 h.p., 
varying in features. De luxe models 
have heating units, and the large 
models are water cooled. Prices range 
from $199.95 to $989.95, 


Fedders-Quigan Corp. 

Illustration. Page 51. 

Model Pictured. No. 49H. 

Type. Window model, air cooled, 
with heating unit. 

Cooling Capacity. %4 h.p. The com- 
pany describes this as a *%4-ton unit, 
which is equivalent to % h.p. 

Features. Dehumidification, filtering 
and heating of air, as well as ventila 
tion without cooling. “Weather Bu 
reau” control. Control panel con 
cealed; controls are automatically il- 
luminated when top is lifted. Tem 
peratures controlled automatically by 
thermostat. V-type evaporator used to 
increase cooling capacity. Dehumidi 
fier converts moisture to vapor and 
expels it to outside air, to avoid 
stains of dripping water on outside 
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walls. Has reverse cycle heat pump. 

Dimensions. Width, 27% in.; 
height, 16-15/16 in.; depth, 27-9/16 
in., overall. 

Price. Approximately, $439.75, with 
reverse cycle heat pump. 

Other Models. The same model, 
without heating unit, is called No. 49. 
Several other air cooled window mod- 
els are available in 4, 4, %, and 1 
h.p. capacities, including a large model 
with a heating unit. Also available are 
two console models of | h.p. capacity 
and two of 14% h.p. capacity. Each 
size is available in either a mahogany 
or blonde wood case, or in a steel case 
for use where appearance is secondary 
to cooling efficiency. 


Frigid, Inc. 

Model Described. No. 500D “Capri.” 

Type. Window model, air cooled. 

Cooling Capacity. “ h.p. The com- 
pany calls this a “4 ton” unit; the 
terms are equivalent. 

Features. Automatic temperature 
control. Dehumidifier. Ventilation 
without cooling. Air filter. Adjustable 
louvers. 

Dimensions. Width, 261, in.; height, 
161, in.; depth, 30 in. 

Price. $349.95. 

Other Models. Two window models, 
of % h.p. and 1 h.p. capacities, with 
heater and thermostat control; one 
% h.p. model without heater or 
thermostat. 


Frigidaire Div., General Motors 
Corp. 

Illustration. Page 46. 

Model Pictured. No. ART-100. 

Type. Window model, air cooled. 

Cooling Capacity. 1 h.p 

Features. Has two complete refrig- 
eration systems, each of 1) h.p.; the 
manufacturer claims this arrangement 
is economical to operate, since only 
one system need be operated on days 
of moderate heat, while both can be 
used in hotter weather. Equipped for 
dehumidification, air filtering, heating, 
and ventilation. Temperature con 
trolied automatically by thermostat. 
Unit capable of flush mounting. 

Dimensions. Width, 28% in.; 
height, 16% in.; depth, 31% in. 

Price. Approximately $459.95. Heat- 
ing unit and thermostat extra. 

Other Models. Two lines: the 
“Twin” series of % and 1 h.p. models, 
with two refrigeration systems and op- 
tional heating and thermostat control; 
and the “Super” series of 4% and % 
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MOST POWERFUL 
ROOM AIR 
CONDITIONER! 


Beautiful ovtside... powertul 
inside, proved in competi- 


RAR 


tive tests more powerful 


> A 


than any other room air 
conditioner ! 


a 
TAA 


Fedders ex- 


at 
MS 


clusive V-type evaporator 

gives you 43% more cooling area... greater reserve 
capacity for very hot, muggy days... greater filtering 
area for more efficient filtering and longer time be- 
tween filter replacement. Greater dehumidifying 
power, too! Be sure to look “under the hood” 
when you buy. Look at powerful Fedders! 


Fedders exclusive Built-In 
Weather Bureau gives you 
the cool, clean weather you 
want at the touch of a but- 
ton, Lets you ventilate, 
whisk away stale, smoky air 
... both independently of 
cooling. Exclusive new Reverse Cycle Heat Pump* 
switches from cool to heat to cool automatically 
to maintain the temperature you set. See Fedders 
in action at your dealer today / 


*At extra cost on *4 ton Deluxe and 1-ton Window Models, 
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1954 FEDDERS 


MAIL COUPON TODAY’! 


FEDDERS worto's tarcest 
MANUFACTURER OF ROOM AIR 


CONDITIONERS = 


FEDDERS-QUIGAN CORP. Dept. OM-1, Buffalo 7, N.Y. 


OD Please send free 20-page booklet on 


) L want to see a Fedders 
Fedders Room Air Conditioners. 


* Office Specialist. 
Name 
Address 


City Zone 
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Trane model 54 SC 
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h.p. models, with one refrigeration 
system and optional thermostat con- 
trol. Prices range from $229.95 to 
$459.95. Also, larger floor models in 
3, 5, and 74 ton sizes. 


General Electric Co. 

Illustration. Page 47. 

Model Pictured. No. FD50G. 

Type. Console model, water cooled. 
Designed for use in large areas. 

Cooling Capacity. 5 h.p. 

Features, Has provisions for venti- 
lating without cooling, and for de- 
humidification and air filtering. Heat- 
ing unit optional. Thermostat control 
of temperatures. “Muggy Weather 
Control” changes ratio of sensible and 
latent heat removal. 

Dimensions. Height, 82% in.; width, 
45 in.; depth, 22 in. 

Other Models. Four other console 
models, in 3, 74%, 10, and 15 ton (or 
h.p.) sizes. 


International Harvester Co. 

Illustration. Page 46. 

Model Pictured. No. M-750-1D. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Unit equipped to provide 
dehumidification and air filtering, and 
can ventilate without cooling. Tem- 
peratures controlled automatically by 
adjustable thermostat, Has adjustable 
louvered grilles to direct air flow as 
desired. A special feature of this mod- 
el is that the front is covered with a 
fabric which can be easily changed to 
match the color scheme of the room; 
the manufacturer says this can be done 
in less than five minutes and with 
less than a yard of material. 

Dimensions. Width, 26% in.; 
height, 154% in.; depth, 31% in. 

Price. $389.95, 

Other Models. Two similar models, 
of % h.p. and | h.p. capacities. Also, 
a Ys hp. model, slightly different in 
design. In addition, modifications of 
certain of these for use with 208- or 
230-volt current. 


Kelvinator Div., Nash-Kelvinator 
Corp. 

Illustration. Opposite page, bottom. 

Model Pictured. No. RAC-64. 

Type. Window model, air cooled. 

Cooling Capacity. ¥, h.p. 

Features, Equipped to filter, venti- 
late, and dehumidify. Louvered air 
outlet can be rotated to vary direction 
of air flow. Cabinet has relatively 
shallow projection into room, to per- 
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mit curtains to be drawn across win- 
dow when desired. 

Dimensions. Width, 23% in; 
height, 13-7/16 in.; depth, 28% in. 

Other Models. Four other air cooled 
window models: one of % h.p. capac- 
ity, similar to the unit described; 
another of the same size, but with a 
heating unit; a | hop. model with 
heating; and a 1'4 h.p. model without 
heating. 


Mitchell Mfg. Co. 

Illustration. Page 46. 

Model Pictured. No. M-344. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Provides for ventilating 
with or without cooling, and for heat- 
ing, filtering, and dehumidifying. 
Temperatures controlled automatically 
by “Weath’r-Robot.” Designed for 
flush mounting, by which the cabinet 
projects only two inches into the room. 
Special “Cadillac Beige” color to re- 
flect the colors of the room. 

Dimensions. Width, 25% in.; 
height, 14% in.; depth, about 25Y, in. 

Other Models. Two other versions 
of this model available, one for use 
with 208-volt, the other with 230-volt 
current. Two similar models of 4 and 
Y, h.p. sizes. Another % h.p. model 
of different appearance, featuring Mit- 
chell’s “Jet Cooling Coil,” and also of- 
fered in a 230-volt version, A 1 h.p. 
model, which was pictured on page 
51 of the December issue of this ma- 
gazine, and a similar unit of 1% h.p. 
capacity; both are designed for use 
with 230-volt current, but a 208-volt 
version of the | h.p. unit is also of- 
fered. 


Perfection Stove Co. 

Illustration. Above, left. 

Model Pictured. No. A-75-B. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Can provide dehumidifi- 
cation, air filtering, and heating, and 
can ventilate without cooling. Tem- 
peratures controlled automatically by 
thermostat. Entire unit may be in- 
stalled within the window line; per- 
manent weather cabinets can be built 
in various windows and the unit can 
be slipped into a cabinet in the man- 
ner of a drawer. All models fit the same 
weather cabinet, and can be moved 
from one window to another by means 
of a special utility cart. 
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Curtis model CMA 1094 


Dimensions. Width, 28 in.; height, 
16 in.; depth, 30 in. 

Price. $399.95, 

Other Medels. Several other air 
cooled window models, including ') 
and | h.p. units, all of which fit the 
same weather cabinets. Prices from 
$289.95 to $479.95, 


Phileo Corp. 

Illustration. Opposite page. 

Model Pictured. No. 184-K. 

Type. “Consolette,” air cooled, usable 
with casement and other windows. 

Cooling Capacity. % h.p. 

Features. Has provisions for venti 
lation without cooling, and for dehu- 
midification and air filtering. Tempe- 
ratures controlled automatically — by 
regulating flow of refrigerant instead 
of by turning unit on or off. Adjust 
able grilles. Cabinet available in wood 
(mahogany). Consolette design resem- 
bles small console set on legs. The 
manufacturer says this unit is espe 
cially suitable for use with casement 
windows, since the cabinet does not 
project outside the window line. 

Dimensions. Width, 377%, in.: 
height, 30-7/16 in.; depth, 19-5/32 in. 

Price. $519.95, 

Other Models. Complete line in- 
cludes seventeen window models, four 
consolettes, and one water cooled con 
sole model. Window models vary in 
capacity trom '; to | h.p., consolettes 
from *%4 to | h.p., while console mod 
el is ot 2 h.p. capacity. Features vary; 
de luxe models include reverse-cycle 
heating. 


Westinghouse model AW-100D 


Quiet Kool Corp. 

Iiustration, Below, right. 

Model Pictured. No. H7B1. (“Cus 
tom” series.) 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Can ventilate without 
cooling, and can dehumidity, filter air, 
and heat. Temperatures controlled au 
tomatically by thermostat. Grilles ad 
justable four ways. Concealed push 
button controls. 

Dimensions. Width, 26% — in.; 
height, 154% in.; depth, 28% in. 

Price. $359.95. 

Other Models. Other window units 
of the Custom series, in sizes from 
4, to | hp. The “Compact” series, 
also consisting of window units, rang 
1 


ing from 5 to 2 hp. 


RCA Victor Div., Radio Corp. of 
America 

Illustration. Page 46. 

Model Illustrated. No. 75 Deluxe. 

Type. Window model, air cooled. 

Cooling Capacity. “% h.p. 

Features. Has a newly designed per 
manent aluminum filter which can be 
easily removed for cleaning. Can ven 
tilate without cooling and can dehu 
midify. Temperatures controlled auto 
matically by thermostat. Heating facil, 
ities optional. Louvered panels on face 
of unit are adjustable to control air 
flow. Night lights provided. 

Price. Approximately $389.50. Op 
tional heat pump $50 extra. 

Other Models. Six other basic mod 
els of the window type, ranging in 


York model B75MR 
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Kelvinator model RAC-64 


Fedders-Quigan model 49H 


capacity from 43 to | h.p. and in price 


from $229.50 to $449.50. Two console 
models, equipped with heating facil 
ities, of | and 14%) hyp. capacities. Con 
sole models available in metal or 
wood cabinets at prices ranging from 


$599.50 to $899.50. 


Remington Corp. 

Illustration. Following page. 

Model Pictured. No. 12 “Leader.” 

Type. Console model, air cooled. 

Cooling Capacity. 1) h.p. 

Features. Can provide dehumidih 
cation, filtering, and heating, and can 
ventilate without cooling. Tempera 
tures controlled automatically by ther 
mostat. An air cooled model, for use 
where water cooling 1s inconvenient, 
too expensive, or contrary to local or 
dinances. Designed for use with 230 
volt DC, or with 230-volt, 50 or 60 
cycle single-phase or 208/220-volt, 60 
cycle, 3-phase AC, Steel cabinet. 

Dimensions. Width, 34% — in. 
height, 37'4 in.; depth, 19 in. 

Price. $784.50. 

Other Models. A 1 hp. unit is 
similar. Water cooled consoles also 
available. 


The ©. A. Sutton Corp. 
Illustration, Page 46. 
Model Pictured. No. 75 WAC2 
“Vornado.” 
Type. Window model, air cooled. 
Cooling Capacity. ‘4 h.p. 
Features. Equipped to dehumidily, 
filter, heat, and also to ventilate with 
out cooling. Temperatures controlled 
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Electriglas ‘Twin-Features” 


Diehl table air circulator 


-_ ae 8 § © | ae 


automatically by thermostat. Push- 
button control. Air flow controllable 
by rotating louvered panels. 

Dimensions. Width, 27% in.; height, 
15% in.; depth, 31 in. 

Price. $399.95. 

Other Models. Five other air cooled 
window models, ranging in capacity 
from ¥% to 1% hp. A 1 h.p. model 
has heating equipment and push-but- 
ton controls. Prices range from $319.95 
to $559.95, 


The Trane Co. 

Illustration. Page 50. 

Model Pictured. No. 54SC. 

Type. Console model, water cooled. 

Cooling Capacity. 5 h.p. 

Features. A \arge model, Can de- 
humidify and filter and can ventilate 
without cooling. Heating equipment 
optional. Temperatures controlled au 
tomatically by thermostat. 

Dimensions. Height, 84-9/16  in.; 
width, 454% in.; depth, 24% in., in 
cluding plenum chamber. 

Price. Approximately $1,150. 

Other Models, Several other large 
water cooled console models, of 3, 5, 
7%, 10, 15, and 20 h.p. capacities, 
priced from $811 to $4,025. Evapora 
tive condenser optional on three larg- 
est models. 


United States Air Conditioning 
Corp. 

Illustration, Page 46. 

Model Pictured. No, 7975 E-5. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. Equipped for dehumidifi- 
cation, filtering, and heating, and can 
ventilate without cooling. Tempera- 
tures controlled automatically by ther- 
mostat. Cabinet of Fiberglas, which is 
durable and rust-proof. Push-botton 
controls. Projects 1-2 in. into room. 
Adjustable louvers to control air flow. 

Dimensions. Width, 27 in.; height, 
16% in.; depth, 29% in. 

Price. $394.95, 

Other Models. Similar window mod- 


/ 


els available in 4% and 1 h.p. sizes. A 
line of console models, water cooled, 
in capacities of 2, 3, 5, 74%, 10, and 
15 h.p., with heating coil optional. 
These have section construction, de- 
signed to give flexibility. The 3 h.p. 
model is priced at $1,595. 


Westinghouse Electric Corp. 
Illustration. Preceding page. 
Model Pictured. No. AW-100D. 
Type. Window model, air cooled. 
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Cooling Capacity. 1 h.p. 

Features. Can ventilate without 
cooling, and can” dehumidify, filter, 
and heat. Temperatures controlled 
thermostatically. Has adjustable grilles 
and push-button controls. 

Dimensions. Width, 26% in.; height, 
15% in.; projection into room, 10¥, 
in. 

Price. $449.95. 

Other Models. Four air cooled win- 
dow models, in sizes from 4 to 1% 
h.p., and with similar features. Prices 
from $319.95 to $594.95. 


Worthington Corp. 

Illustration. Page 46. 

Model Pictured. No. SCY-60. 

Type. Console model, water cooled. 

Cooling Capacity. 5 h.p. 

Features. Equipped to provide fil- 
tering and dehumidification, and can 
ventilate without cooling. Heating 
unit optional. Temperatures automa- 
tically controlled by thermostat. Reset 
control on control panel permits easy 
restarting of unit should relays trip 
out because of water or power failure. 
Adjustable grille arrangement provides 
what manufacturer calls “three-dimen- 
sional” air circulation. 

Dimensions. Height, 86 in.; width, 
484% in.; depth, 21-3/16 in. 

Other Models. Other SCY series 
models in 3, 744, 10, and 15 h.p. sizes. 
Three other room air conditioners of 
smaller sizes, floor mounted, and 
equipped for dehumidification, heat- 


ing, and air circulation. 


York Corp. 

Illustration. Preceding page. 

Model Pictured. No. B75MR. 

Type. Window model, air cooled. 

Cooling Capacity. % h.p. 

Features. “Dual Air Conditioning,” 
which provides both heating and cool- 
ing. Can filter and ventilate without 
cooling. Automatic temperature con- 
trol. 

Dimensions. Width, 26% in; height, 
15%4 in.; depth, 30% in. 

Other Models. This model also of- 
fered in two versions with variations 
in features. Several other air cooled 
window models in sizes from 4 to 1 
h.p. at prices from $199.95 to $499.95; 
the cabinet designs vary considerably 
from one model to another. Several 
of these feature drawer-type installa- 
tion. Four console models in % and 
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1 h.p. sizes, available in mahogany 
cases, at prices from $519.95 to 
$669.95. Also a 2 h.p. console model 
at $975. 


Fans and 


Air Circulators 


Commander Mfg. Co. 

Illustration. This page, top right. 

Model Pictured. No. WV reversible 
window fan. 

Type. Window fan. 

Features. Fan reversible for intake 
or exhaust, Has three speeds. Blades 
are of aluminum. 

Dimensions. Height, 19 in. Width 
adjustable from 26 to 36 in. to fit win 
dows of varying sizes. 

Other Models. A desk fan, pedestai 
fan, hassock fan, and two all-purpose 
fans. The company also manufactures 
air circulators such as the “Command- 
Air 12,” which was pictured on page 
59 of the July issue of this magazine. 


Diehl Mfg. Co. 

Illustration. Opposite page, bottom. 

Model Pictured. Table Air Circula- 
tor, No. 12F16. 

Type. Table model air circulator. 

Air Delivery. Three motor speeds 
give air delivery rates of 2,350, 3,000, 
and 3,300 cu. ft. per min. 

Features. Raised molding on top 
allows for insets of glass, tile, mirror, 
etc. or it may be used as retaining 
trim. 

Dimensions. Base area, 16% in. 
square; height, 17 in.; diameter across 
blades, 12 in. 

Price. $57.50. 

Other Models. Three other table 
air circulators, including one 24-in. os- 
cillating model, one 24-in. non-oscil 
lating model, and a 30-in. non-oscil- 
lating model. (These figures refer to 
diameter across blades.) A variety of 
tilting and oscillating fans, including 
a pedestal model; diameters across 
blades range from 12 to 16 in. Prices 
of circulators from $127.15 to $173.90, 
of fans from $18.85 to $79.10. 


The Emerson Electric Mfg. Co. 

Illustration. At right. 

Model Pictured. Roll-about Air Cir- 
culator. 

Type. Heavy duty, portable air cir- 
culator. 

Air Delivery. 2,600 and 4,350 cu. ft. 
per min. 
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Features. Fan is mounted on an ad 
justable stand made of 1-in, steel tub 
ing; two 6-in. wheels with rubber tires 
are provided so that when unit is 
tilted slightly so as to rest on the 
wheels it can be readily moved across 
the floor. Fan can tilt from straight 
up to straight down but does not os- 
cillate. Unit has capacitor-type motor. 

Dimensions. Height to blade center 
adjustable from 28 to 48 in.; diameter 
across blades, 18 in. 

Price. $79.95. 

Other Models. A complete line ot 
window, desk, floor, ventilating, ex 
haust, and ceiling fans, at prices from 
$17.95 to $277. Air capacities range 
from 570 to 19,400 cu, ft. per min. 
and diameters across blades from 10 
to 48 in. 


Frigid, Ine. 

Illustration. Opposite page. 

Model Pictured. No. WR 20-N. 

Type. Window fan, reversible. 

Air Delivery. To 3,520 cu. ft. per 
min., at three intake speeds and three 
exhaust speeds. 
“Electro-Control” 
botton control. 

Dimensions. Height, 23% in.; width 
adjustable from 28 to 54 in. 


Features. 


push 


The A, C, Gilbert Co. 

Illustration. At right. 

Model Pictured. No. A3000 “Wind- 
streamer.” 

Type. Table or desk fan with vari- 
able oscillation. 

Air Delivery, The company de- 
scribes air delivery in terms of veloc- 
ity, which is stated to be 2,600 ft. per 
min., or equivalent to 30 m.p.h. Has 
three speeds. 

Features. Fan uses a “wind tunnel” 
Venturi principle to produce a “jet” 
of fast-moving air which, the com 
pany claims, will move air effectively 
at a distance of 50 feet. Fan is tiltable 
and its oscillation can be adjusted so 
that it oscillates through any or all of 
a 9%0-degree arc. Automatic safety 
clutch prevents damage to oscillating 
mechanism should action be impeded 
by any obstruction. 

Dimensions. Height, 18 in.; width, 
17 in.; depth, 11 in. 

Other Models, Gilbert line includes 
“Windstreamer” and “Polar Cub” 
fans. 


— Productions, Air Devices 
iv. 


Illustration. Next page. 
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Welch model 77W 


Griffon “Dual-Fan” diffuser 


Model Pictured. “Dual-Fan” dit- 
fuser. 

Type. A unique fan for attachment 
to air ducts, designed to provide lo- 
calized ventilation according to the 
needs of the individual, both in winter 
and summer. 

Features. This unit is designed to be 
mounted on the under side of an air 
duct. It has two sets of blades; the 
upper blades draw fresh air in from 
the duct, the lower blades draw room 
air upward to the fan, The two air 
streams merge at the fan and are dis- 
tributed horizontally at the ceiling lev- 
el, (See illustration.) This mixed air is 
cooler than the room air and as it 
loses velocity it settles toward the floor, 
providing an even, draftless, distribu- 
tion of fresh air. No main blower is 
required, and the user may operate 
the fan individually for his own com 
fort without affecting air distribution 
in other areas. The speed of air deliv- 
ery can be regulated at the operating 
switch, and the unit can be turned on 
or off as easily as a light. The Dual- 
Fan can also be used with cooling 
coils to deliver conditioned air. 

Other Models. The “Filt-R-Fan,” 
which was pictured on page 49 of the 
December issue of this magazine, is 
a 6,1b. portable fan which can be 
mounted on the floor or wall, or in a 
window. It is unique in that it draws 
air into the fan; this avoids drafts, and 
at the same time cleans the air by pas- 
sing it over a filter. The manufacturer 
stresses that, because of its filtering 
action, the fan is useful in winter as 
well as in summer. With the filter re 
moved, this fan can be operated as a 
conventional fan. 


Hunter Fan & Ventilating Co. 
Illustration, Preceding page. 
Model Pictured. No. 265 “Zephair.” 
Type. Table model, oscillating fan. 

Adjustable for wall mounting. 

Air Delivery. At three motor speeds, 

980, 1,400, and 1,700 cu. ft. per min. 

Features. Safety friction clutch to 
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Westinghouse model C-6000 


stop oscillation when obstructed. De- 
gree of oscillation can be set at either 
9) or 65 degrees. Fan can be tilted and 
locked at any angle. 

Dimensions. \6 in. across blades. 

Price. $54.95. 

Other Models. One similar 12-in. 
model. A complete line of belt-driven, 
window, casement, ceiling, pedestal, 
oscillating, exhaust, and floor fans. 
Model pictured also available with 
“Super Safety Guard” for added pro- 
tection, 


Ilg Electric Ventilating Co. 

Illustration. At left. 

Model Pictured. No, DA204 “Ilgdua- 
laire.” 

Type. Table model, non-oscillating 
fan. Can be mounted on floor or in 
front of window. 

Air Delivery. To 3,920 cu. ft. per 
min. Fan has three speeds. 

Features. Can be tilted 360 degrees. 
Fan is portable, and is equipped with 
carrying handle. Has chrome plated 
guard. 

Dimensions, Diameter across blades, 
18 in. 

Price. $64.45, f.o.b. Chicago. 

Other Models. No. DA-203 is simi 
lar, but is a two-speed fan. The “Ilg- 
rollaire” is mounted on a stand with 
two wheels for easy portability, and 
the “Ilgwindowaire” is a widow fan. 
All of these measure 18 in. across the 
blades. 


Sutton model 30W “Vornado” fan 
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Tools of the Office 


Kisco Co., Inc. 

Illustration. Opposite page. 

Model Pictured. No. DD-20. 

Type. Window fan, reversible. Unit 
is portable and can be used on floor or 
table. 

Air Delivery, At two motor speeds, 
2,120 and 2,790 cu. ft. per min. 

Features. Suitable for both standard 
and casement windows. Reversible for 
both intake and exhaust; when revers 
ing, blades operate in direction for 
which designed, to improve efficiency. 
Safety guards on both sides of fan. 
Has handle for ease in carrying. 

Dimensions, Diameter across blades, 
20 in.; overall dimensions 24 by 24 in; 
adjustable panels, 24 by 38 in. 

Price. $49.95. 

Other Models. Several floor model 
air circulators varying in size, motor 
speeds, and other features. 


The Lau Blower Co. 

Illustration. Opposite page, top left. 

Model Pictured. No. 2052. 

Type. Window fan, portable. 

Features. Three-speed motor. Has 
handle for ease in carrying. 

Dimensions. Width (not including 
extensions to fit window), 22. in.; 
height, 22 in.; depth, 54% in. Diameter 
across blades, 20 in. 

Price. $59.95. 

Other Models. Two similar models, 
with 12-in. and 16in. fan diameters, 
designed to be placed on table or floor. 
A floor model, supported on a tubular 
metal mounting, permitting the fan 
to tilt but not oscillate. Another tilting, 
non-oscillating model, mounted on a 
high tubular metal frame that per- 
mits height adjustment; the frame is 
equipped with two wheels to permit 
easy movement across the floor. 


The O. A. Sutton Corp. 
Illustration, Opposite * page, bottom. 
Model Pictured. No. 30W “Vorna 

do” Turnabout. 

Type. Window fan, reversible, tilt 
able. 

Air Delivery. To 3,000 cu. ft. per 
min., at highest of three motor Speeds. 

Features. Can be installed so that 
window can be closed without moving 
fan or disturbing drapes. Fan easily 
reversible. Deep-pitched blades design 
ed for maximum air thrust. 

Dimensions. Height, 18 in.; width 
adjustable from 2614 to 36% in. 
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Other Models, Several similar mod 
els varying in size and capacity. Two 
pedestal fans. A “Turnabout” table 
top air circulator. Also a number of 
fan-type circulators suitable for use on 
desk tops and for mounting on walls. 


W. W. Welch Co. 

Illustration, Opposite page, bottom. 

Model Pictured. No. 77W “Air 
Flight Cosmopolitan.” 

Type. A window-height model 
mounted on a stand to avoid necessity 
of installation directly in window. Can 
be used as floor type air circulator. 

Air Delivery. To 2,500 cu, ft. per 
min. at highest of three motor speeds. 

Features. Fan mounted on wrought 
iron table, using rubber mounting. 
Can be used for both intake and ex- 
haust. Fan is tiltable. 

Dimensions. Diameter across blades, 
16 in. 

Other Models. No. 99W is similar 
but has a crystal clear plastic fan. 
be + tt MVR we « 
Westinghouse Electric Corp. 

Illustration. Opposite page, top 
right. 

Model Pictured. No. C-6000. 

Type. Table model, reversible, non 
oscillating. Can be used on floor or in 
front of window. 

Air Delivery. 6,000 cu. ft. per min. 
at higher of two motor speeds. 

Features. Has two sets of fan blades. 
Fans are reversible and portable, Unit 
has “air injector” rings designed to 
increase air capacity. 

Dimensions. Width, 32% in. 
Height, 18% in.; depth, 15 in.; diame 
ters across blades, 16% in. 

Price. $99.95, 

Other Models. Fourteen models for 
window, wall, floor, and/or table use, 
some of which have oscillating and 
or ulting fans. Air delivery ranges 
from 420 to 4,000 cu. ft. per min., 
diameters across blades from 10 to 
16’ in., varying with models. Prices 
from $29.95 to $84.95. 


Water 


Coolers 


Allen Filter Co. 

Illustration. At right, center. 

Model Pictured. One of a line of 
ice cooled water coolers. 

Operation. Pressure-type. 

Description. This is an ice cooled 
model, finished in either brown or 
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Remeor No, CB-3 


grey synthetic baked enamel. Two 
sizes are available, with ice capacities 
of 100 lbs. and 50 lbs. The coolers can 
be used with or without ice. 

Prices. For the larger unit, $73.70; 
for the smaller, $63.80. 


Copeland Refrigeration Corp. 

Illustration. Above, right. 

Model Pictured. No. PB-10. 

Capacity. 10 gal. per hr. 

Operation, Pressure-type. 

Description. Bubbler provided as 
standard equipment, glass filler op- 
tional. Normally operated by hand 
control; foot pedal optional. Tempera- 
tures controlled by adjustable thermo- 
stat. Has water flow regulator to main- 
tain constant stream despite variations 
in water pressure. Cabinet of steel, 
finished in grey enamel; top of stain 
less steel. 

Dimensions. Height, 43  in.; base 
area, 16-3/16 in. square. 

Other Models, One pressure-type 
model with a capacity of 6 gal. per 
hr.; one bottle-type model. 


The Ebco Mfg. Co. 


Illustration. Preceding page. 
Model Pictured. No. OP-3-R 
“Oasis.” 


Capacity. 3 gal. per hr. 

Operation, Pressure-type. 

Description. Has bubbler. Hand or 
foot pedal control optional. Has a re- 
frigerated space capacity of 1 cu, ft. 
Dual cold controls. Cabinet finished in 
tan. 

Dimensions. Height, 45% in.; base 
area, 154% by 16% in. 
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Halsey Taylor No. SCIOA 


Frigidaire Div., General Motors 
Corp. 

Illustration. Above. 

Model Pictured. No. WPR-6. 

Capacity. 6 gal. per hr. 

Operation, Pressure-type. 

Description. Has “Magic Action” 
bubbler to maintain even = stream 
height during variations in water 
pressure. Bubbler controlled electric- 
ally from foot pedal. Water tempera- 
ture regulated by adjustable cold con- 
trol. Cabinet of steel, finished in grey 
enamel; top of porcelain. Glass filler 
optional, 

Dimensions. Height, 38% — in.; 
width, 16 in.; depth, 18 in. 

Price. Approximately $245.50. 

Other Models, Two pressure-type 
models of the same overal] dimensions 
but with capacities of 12 and 18 gal. 
per hr. Two bottle-type models; one 
has a cooling capacity of 2 gal. per 
hr.; the other has a refrigerated com- 
partment with two ice trays and has a 
water cooling capacity of | gal. per hr. 


General Electric Co. 

Illustration, Page 58. 

Model Pictured. No. RSAC. 

Capacity. 5.7 gal. per hr. 

Operation. Pressure-type. 

Description. Equipped with bub- 
bler; glass filler available as an acces- 
sory. Provided with foot pedal; hand 
control may be added. Cabinet has soft 
grey hammered finish; deep dish top 
is of stainless steel, 

Dimensions. Height 41 in.; base 
area, 144% by 13% in. 

Other Models. A total of eight, in- 
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Frigidaire No. WPR-6 


Copeland No. PB-10 


cluding a bottle-type cooler and pres- 
sure-type models. 


Kelvinator Div., Nash-Kelvinator 
Corp. 

Illustration. Page 58. 

Model Pictured. No. PE-3R. 

Capacity. 3 gal. per hr. Cooled 
water storage reserve, 3 quarts. 

Operation. Pressure-type. 

Description. Has bubbler, hand op- 
erated; foot pedal and glass filler avail- 
able as accessories. Refrigerated com- 
partment can hold a case of small bev- 
erage bottles or several larger bottles. 
Water temperature maintained thermo- 
statically; temperature is adjustable. 
Cabinet is of steel, finished in black 
baked enamel; top is of stainless steel, 
but white porcelain is optional. 

Dimensions. Height, 45% in.; width, 
15% in.; depth 16% in. 

Price. Approximately $336.50. 

Other Models. Three other pressure- 
type models, having capacities of 5, 
10, and 20 gal. per hr. Two bottle- 
type units, one with a_ refrigerated 
compartment. Including variations on 
these basic units, 14 models are avail- 
able. Prices from $242 to $690. 


Progress Refrigerator Co. 
Illustration, Preceding page. 
Model Illustrated. No. 153. 
Operatic”. Pressure-type. 
Description. This is an ice-cooled 

model; the ice chamber measures 14 

by 14 by 21 in. and can accommodate 

75 lbs. of crushed ice. Has hand-oper- 

ated bubbler. Cabinet is of steel in 

green baked enamel finish; bubbler 
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A low price, quality 
water cooler, 
requiring less floor 
space, with no 

loss in capacity. 
Quiet, efficient, 
sturdy. Modern in 
design to harmonize 
with any decor. 
Fully guaranteed 


Model illustrated 


has refrigerated 


compartment. 
Other Models Model 
available. CB3-C 


For full details write 


REMCOR PRODUCTS CO. “ésicege tt. ti” 


TWrersnses 
‘Rockwell 


AN) 
THE UNITED 


April, 1954 


OFFICE MANAGEMENT 


Halsey Taylor 


COOLERS & FOUNTAINS 


—, 


Building management 
authorities, architects 
and owners know that i 
over the years Halsey Taylor 

fountains and coolers have 


come to signify the acme of 7 
health-safety and practical re 
convenience. The Halsey nt the 


Taylor line embraces models 
for every building need, com- 
bining modern styling with 
functional design. Write for 
literature. 


THE HALSEY W. TAYLOR CO., WARREN, OHIO 
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drains into a stainless steel drain. 
Dimensions. Weight, 43 in.; base 
area 17! in. square. 
Price. Approximately $60. 


Puro Filter Corp. 
Illustration, Opposite page, left. 
Model Pictured. No. TC-8. 
Capacity. 8 gal. 

Operation, Pressure-type. 

Description. Was hand - controlled 
bubbler; glass filler is optional. 
Equipped with refrigerated compart- 
ment of 2 cu, ft. capacity, holding 2 
ice cube trays. Can be used to house 
Puro’s “Filter-Purifier,” which is avail- 
able for filtering and purifying water; 
the company states it can eliminate the 
taste and smell of chlorine in the 
water. Cabinet has vitreous china top, 
with stainless steel optional; body fin- 
ished in grey or mahogany. 

Price. Approximately $320. 

Other Models. Twelve models, in 
cluding both pressure-type and bottle- 
type units, some with and some with- 
out refrigerated compartment. Capaci- 
ties range from 3% to 15 gal., prices 
from $175 to $340. 


models available. 


Explosion-proof 


Remeor Products Co. 

Illustration. Page 56. 

Model Pictured. No. CB-3 “Cooler 
Cub.” 

Capacity. 3 gal. per hr. 

Operation. Bottle-type. 

Description, Water temperature 
controlled by adjustable thermostat; 
temperature can be set between 38 
and 50°. The manufacturer points out 
the compactness of this unit (see di- 
mensions given below). Cabinet of 


steel, finished in faucet of 


grey; 


Unitlow No. ESC-.554 


Kelvinator No. PE-3R 


chrome-plated brass. Unit can take 
bottles of 1-, 2-, 3-, or 5-gal. capacity. 
Dimensions. Height, 33 in.; width, 12 
in.; depth, 14 in. (Height does not in- 
clude bottle.) 

Price. $150 to $175. 

Other Models. No, CB-3C is simi- 
lar but has a refrigerated compartment. 
No. CW-4 is a pressure-type unit with 
a 4-gal. capacity; it is equipped with 
bubbler. Prices from $200 to $250. 


Sunroe Co. 

Illustration. Below. 

Model Pictured. No. NM2B. 

Capacity. 12.7 gal. per hr. 

Operation, Pressure-type. 

Description. Equipped with bub- 
bler; can be equipped with low level 
bubbler on Bubbler is 
hand .controlled; foot pedal is option- 
al. Water pressure maintained auto- 
matically. Water temperature 
trolled automatically by adjustable 
thermostat. Unit has three-wire safety 
cord, Cabinet finished in gunmetal, 
hammertone; top is of vitreous china, 
kickplate of stainless steel. 

Dimensions. Height 40% in.; base 
area 14% in. square. 

Price. $266. 

Other Models, 15 models, ranging 
in capacity from 3 to 25 gal. per hr. 
One model has a refrigerated com- 
partment. Some have pushback-type 
glass fillers, some have faucets, some 
have bubblers. Prices from $226 to 
$868.59, 


The Halsey W. Taylor Co. 
Illustration, Page 56, 
Model Pictured. No. SCIOA. 
Capacity. 10 gal. per hr. 
Operation, Pressure-type. 


side of unit. 


con- 
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Sunroc No NM2B 


Tools of the Office 


Description. Bubbler is standard 
equipment, but glass filler of pushback 
or lever handle type is optional. 
Equipped with foot pedal; hand con- 
trol optional. Has automatic stream 
control to keep water stream at con- 
stant height. Water temperature con- 
trolled automatically by thermostat. 
Cabinet is of steel, finished in grey, 
with other colors available; top is of 
stainless steel. 

Dimensions. Height, 43% in.: base 
area, 154% in. square. 

Price. Approximately $315. 

Other Models. One bottle-type mod- 
el at $290. Twelve other pressure-type 
models, varying in size, capacity, and 
features. Three cafeteria-type models, 
equipped with shelves. Three plain 
top coolers, for use where it is desired 
to have the cooling unit in an out 
of the way place; the fountains can 
be placed in remote locations, such as 
on the floor above. 


Temprite Products Corp. 
Illustration. Opposite page, right. 
Model Pictured. Mode) POF. 
Capacity. 5 gal. per hr. 

Operation, Pressure-type. 

Description. Equipped with bubbler, 
hand controlled. Has a_ refrigerated 
storage compartment of 1 cu. ft. capac- 
ity, which has provisions for making 
ice cubes. Cabinet finished in grey. 

Dimensions. Height, 43-15 16. in.; 
base area, 1614 in. square. 

Price. $335 list. 

Other Models. Twelve models, 
varying in capacity from 4 to 20 gal. 
per hr. Some of these are of the bottle 


General Electric No RSA6C 
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Puro Filter Corp. model TC-8 


type, others of the pressure type. Hand 
and/or foot control available. Prices 
trom $241 to $398, 


Uniflow Mfg. Co. 

Illustration, Opposite page, left. 

Model Pictured. Model ESC-554 
“Lectrick-Ice.” 

Capacity. 5 gal. per hr. 

Operation, Pressure-type. 

Description. Equipped with bubbler 
as standard equipment; glass filler 
available as an extra. Has foot pedal 
control, Refrigerated compartment can 
hold 114 cases of small beverage bot- 
tles. Cabinet body finished in brown; 
top is of stainless steel. 

Dimensions. Height, 42 in.; base 
area, 16 in. square. 

Price. $350. 

Other Models. Eight models, some 
with refrigerated compartments, some 
without, in capacities ranging from 
5 to 14 gal. per hr. Prices from $225 
to $350. 


Manufacturers’ List 


Air Conditioners 

Amana Refrigeration, Inc. 

Amana, lowa 
Carrier Corp. 

300 S. Geddes St., Syracuse 1, N.Y. 
Chrysler Corp., Airtemp Div. 

P.O. Box 1037, Dayton 1, Ohio 
Cory Corp., Fresh’nd-Aire Div. 

221 N. La Salle St., Chicago | 
Curtis Refrigerating Machine Div., 

Curtis Mfg. Co. 

1905 Kienlen Ave., St. Louis 20 
Ebco Mfg. Co., The 

401 W. Town St., Columbus 8, Ohio 
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Electriglas Corp., 
Bergenfield, N. J. 

Emerson Radio & Phonograph Corp., 
111 Eighth Ave., New York 

Fedders-Quigan Corp. 

57 Tonawanda St., Buffalo 7, N.Y. 

Frigid, Inc. 

128 32nd St., Brooklyn 32, N.Y. 

Frigidaire Div., General Motors Corp. 
300 Taylor St., Dayton 1, Ohio 

General Electric Co. 

5 Lawrence St., Bloomfield, N. J. 

International Harvester Co. 

180 N. Michigan Ave., Chicago 

Kelvinator Div., Nash-Kelvinator 

Corp. 
14250 Plymouth Rd., Detroit 32 

Mitchell Mfg. Co. 

2525 Clybourn Ave., Chicago 14 

Pertection Stove Co. 

7609 Platt Ave., Cleveland 4 

Philco Corp, 

Tioga and C Sts., Philadelphia 34 

Quiet Kool Corp. 

46 Oliver St., Newark 5, N. J. 

R.C.A. Victor Div., Radio Corp. of 

America 
Camden, N. J. 

Remington Corp. 
Auburn, N. Y. 

Sutton Corp., The O. A. 

1812 W. Second St., Wichita 1, 
Kansas 

Trane Co., The 
La Crosse, Wis. 

United States Air Conditioning Corp. 
3300 Como Ave., S. E., Minneapolis 
14, Minn. 

Westinghouse Electric Corp., Sturte 

vant Div. 
Hyde Park, Boston 36 

Worthington Corp. 
Harrison, N. J. 

York Corp. 

York, Pa. 


Fans and Air Circulators 


Argus Mfg. Co. 

110 N. Kilbourn, Chicago 
Chelsea Fan & Blower Co., Inc. 

639 South Ave., Plainfield, N. J. 
Circulators & Devices Mfg. Corp. 

130 32nd St., Brooklyn 32, N. Y. 
Commander Mig. Co. 

4225 W. Kinzie St., Chicago 
Cory Corp., Fresh-nd-Aire Div. 

221 N. LaSalle St., Chicago 1] 
Diehl Mfg. Co. 

Finderne Plant, Somerville, N. J. 
Emerson Electric Mfg. Co., The 

8100 Florissant Ave., St. Louis 21 
Frigid Inc. 

128 32nd St., Brooklyn, N. Y. 


Temprite model PCF 


General Electric Co. 
1285 Boston Ave., Bridgeport, Conn. 
A. C. Gilbert Co., The 
New Haven 6, Conn. 
Griffon Productions, Air Devices Div. 
4 Hathaway Rd., Bronxville, N.Y. 
Edwin F. Guth Co. 
2615 Washington Blvd., St. Louis 3 
Hunter Fan & Ventilating Co. 
381 S. Front St.. Memphis 2, Tenn, 
Ig Electric Ventilating Co. 
2850 N. Pulaski, Chicago 41 
Kisco Co., Inc. 
2400-40 DeKalb St., St. Louis 4. 
Lau Blower Co., The 
Dayton 2, Ohio 
Le John Mfg. Co., Ine. 
111 22nd St., Huntington, W. Va. 
Robbins & Myers, Inc. 
1345 Lagonda Ave., Springtield, 
Ohio 
Samson-United Corp. 
1700 University Ave., Rochester 10, 
Pep 
Superior Electric Products Corp. 
Cape Girardeau, Mo. 
Sutton Corp., The O. A. 
1812 W. Second St., Wichita 1, 
Kansas 


Victor Electric Products, Inc. 

2950 Robertson Rd., Cincinnati 9 
Welch Co., W. W. 

700-730 Gienn Bldg., Cincinnati 2 
Westinghouse Electric Corp., Sturt 

vant Div. 

Hyde Park, Boston 36 
Wilster, Inc. 

5700 Detroit Ave., Cleveland 2 
Worthington Corp. 

Harrison, N. J. 
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TO SELECT OR REPLACE 


“Ink-Locked” 
against accidental 
spillage. Can't leak. 
Won't flood. Easy 

to clean as a 

saucer. 


Holds 40 times more ink 
than ordinary fountain pens. 
Needs ink only 4 times 

a year in normal use. 


More than 28 

interchangeable 
and renewable 
point styles. 


A 


2149 hI YOLLD OS2 


, 
hows ar? ees OSL 


4 


WRITES A FULL PAGE OR 
MORE AT EACH FILLING 


ae 
- Finger grip - 
never touches ink. 
No chance for ink 


de mad 


CHOOSE 
the right Point 
_ for the way 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD. 


92 FLEET STREET, EAST; TORONTO, ONTARIO 


COPYHIGHT 1084 THE ESTE#BROOK FEN COMPANY 


Manufacturers’ List 
(Continued ) 


Water Coolers 


Allen Filter Co. 

25 S. St. Clair St., Toledo, Ohio 
Canaday Cooler Co. 

154 W. 14th St., New York 11 
Copeland Refrigeration Corp. 

Clinton & Thomas Sts., Sidney, Ohio 
Cordley & Hayes 

443 Fourth Ave., New York 16 
Ebco Mfg. Co., The 

401 W. Town St., Columbus 8, Ohio 
Filtrine Mfg. Co., Inc. 

53 Lexington Ave., Brooklyn 5, 

N.Y. 
Frigidaire Div., General Motors Corp. 

300 Taylor St., Dayton 1, Ohio 


General Electric Co. 


5 Lawrence St., Bloomfield, N. J. 
Karen Corp. 

157 E. 128th St., New York 35 
Kelvinator Div., Nash-Kelvinator 

Corp. 

14250 Plymouth Rd., Detroit 32 
Niagara Industrial Corp. 

20 Vesey St., New York 7 
Progress Refrigerator Co. 

737 S. 13th St., Louisville, Ky. 
Puro Filter Corp. of America 

2101 5ist Ave., Long Island City 1, 

N.Y. 


| Remcor Products Co. 


321 E. Grand Ave., Chicago 11 
Sunroc Co. 

40 Pennell Rd., Glen Riddle, Pa. 
Taylor Co., The Halsey W. 

137 North Ave., N.W., Warren, 

Ohio 
Temprite Products Corp. 

P.O. Box 72, Birmingham, Mich. 
Uniflow Mfg. Co. 

Erie, Pa. 


Microfilm editions available 
Microfilm editions of Office Man- 


agement magazine are available to 
regular subscribers who find it incon- 
venient to store regular bound volumes 
because of space limitations. 

The microfilm roJls are sold by Uni- 
versity Microfilms, 313 N. First St., 
Ann Arbor, Michigan. Each roll covers 
all editions of the magazine for one 
year. Microfilm editions are now avail- 
able for 1950, 1951, 1952, and 1953. 
Cost of the °50 and °51 rolls is $2.80, 
of the °52 film, $2.90, and of the °53 
edition, $2.60. 
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What a typist copies in hours 


...2 Kodak @ Gz: 


ax 


Printer 


copies in minutes 


Sensationally different copying method 

Now you can make copies of letters, reports, charts, 
invoices, schedules, even magazine papers; and get 
three or more copies—instead of one—from each sheet 
of matrix paper. In making these multiple copies, you 
expose the original document only once. No adjustment 
in your present room lighting is required, either. For 
these reasons, Verifax copying is faster, easier, costs less. 

Anyone in your office can turn out Verifax copies after 
a few minutes’ instruction. Just plug in your Verifax 
Printer where the paper work is heaviest, and you'll 


Verif. 


EASTMAN KODAK COMPANY 


In | minute, for example, 
you'll get 3 copies of 
any letter on your desk 
for less than 4¢ a copy 


never wait again for copies needed in a hurry. 


Your savings in retyping costs alone 
quickly pay for it 

The Kodak Verifax Printer is priced for every office at a 
surprisingly low $240. Your retyping costs last month 
may have added up to more. And, remember, your 
Verifax copies are photo-exact . . . dry, legible, black- 
on-white copies. Proofreading is unnecessary . . . mis- 
takes are impossible. A Verifax Printer is truly one of the 
greatest discoveries for today’s busy offices . . . one of the 
wisest investments you can make! 


Price quoted is subject to change without notice, 


bm copying saves wherever there's paperwork 


Industrial Photographic Division, Rochester 4, N. Y. 


Gentlemen: Please send free Verifax folder and names of near-by dealers. 


Name 


Address_ 


Company 


City 
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For coding labels ee0e 
it counts a lot! 


The Tickometer, a very accurate counting 
machine, can be equipped optionally to mark, 
imprint or “rubber stamp,” while counting. 
Food and drug firms, for example, use it to code 
product labels. Others use it to date-stamp and 
endorse checks and other items—at speeds up to 
1,000 a minute! 


Thousands of firms, in many different lines 
of business, use the Tickometer to count sales 
slips, coupons, tags, invoices, tickets practically 
anything made of paper. Wherever they use it, 
they find that it not only saves the time and 
work required by hand-counting-but makes 
results available eight to ten times faster. And 
it’s so accurate, banks use it to count currency. 


Rented, rather than sold, the Tickometer 
requires no capital investment. Pitney-Bowes 
service is available from 201 locations, coast to 
coast. Ask the nearest PB office for a demonstra- 
tion or send coupon for free illustrated booklet 
and folder, ‘“Twelve Case Studies of Savings.” 
These case studies show the remarkable results 
achieved in the counting and/or marking of 

_ paper forms by many Tickometer users. 


= PITNEY-BOWES 


7 Tickometer 


Counting & Imprinting Machines 
Made by the originators of 


«a 


in U.S. and Canada. 


a 
‘§ Pitney-Bowes, INc. 
* 2937 Pacific St., Stamford, Conn. 
|| Send Tickometer booklet [| Send case studies 


Name 


Address 
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the postage meter . . . offices in 93 cities | 


Resort-home for secretaries 
planned by NSA 

A resort-home where secretaries can 
relax on their vacations and live com- 
fortably after their retirement is the 
newest major project of the National 
Secretaries Association, a non-profit 
organization devoted to improving the 
professional standing of secretaries. 

Plans for the resort-home were re 
cently announced by Mrs. 
Miller, NSA president. 

Mrs. Miller is chairman of a five 
member board of directors which is 
working on the project. This group 
has been studying possible sites for the 
resort-home, has been working to 
raise the necessary funds, and has been 
busy with plans for operating the 
project. While a number of sites have 
been considered, none has been selected 
as yet. The board is giving attention 
to climate conditions as well as to phys- 
ical facilities and other factors. 


Lilyan 


Mrs. 
Miller 


The 300 chapters of the National 
Secretaries Association have been as- 
sisting in raising funds for the home. 
One important national project was a 
giant shopping mart; the chapters 
helped by contributing items for sale. 
Funds have also been derived from 
the chapters themselves, from dona 
tions at chapter anniversaries, and 
from “Birthday Funds” made up of 
donations provided by members on 
their birthdays. The board is also 
studying the possibility of obtaining 
support through a foundation. 

The National Associa 
tion, with 13,000 members, is one of 
the nation’s largest associations for 
office workers. It has become wide- 
ly known for its sponsorship of Certi- 
fied Professional Secretaries, which 
was its first major project. Mrs. Miller 
said that the certification of 175 sec 
retaries on the basis of last year’s ex- 
aminations has increased CPS regis 
tration to 360, nearly a 100 per cent 
increase in the total. 


Secretaries 


April, 1954 
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For-21 years, IBM has been making the finest 
typewriters in the world! 

And now two new model IBM Electrics are ready for 
you—the new Standard and the new Executive *! 
These new IBM’s have exciting new features 
never before available on any typewriter! 

And the work anyone can turn out ts so fine 

that every letter is a masterpiece of typing! 

You can get all the facts about these beautifully- 
designed IBM’s by writing to; 


IB M INTERNATIONAL BUSINESS MACHINES, DEPT. MG 
€ 7 V V 590 Madison Ave., New York 22, N. Y. 


*Trade Marks 


Electric ‘Typewriter 


April, 1954 OFFICE MANAGEMENT 


at i Yam = Bae. = ae 7 «tgif eee a . oe ie eee at ee Ee ae -. 2 ee : ® sed, ee foe e 
S : > epeeealeneereeemellaeaiaaiaie oe Seay " ; é ; rua oe %j 
si PK. eee RR ; : aa 
i fe 
° * el 
he 
be ha : 
RR ES 
ae See 
‘ ee 
NnouncemMeniv : Ef. 
We. 
; 5 
+ » ee 
i ace i 
a = a _ 
ea ' ed | *) : eS 
; agree 3 is {Oo i z ve 
‘ a - By ai a 
: : ; a ie Se guik ee “ae 
' : f 2 ‘ars . ne" & J be 
jy > a ; f : fie 
Po SG. 7 a ale 
. : * fs oe "yg eee 
PY al B 2 rst: 5 Pekin. hao ren 4 ’ ; Ye 
, ee. Se ~ cua: a : 
f a t : t . ‘ 7 geen 
g . 4 @ J : .* ee 5 * % a ¢ y - he oe * 
oe i aa > ‘Fe , : Va 
t a . ; z 
2 , (5 
; ia at: im io 
, > »- iil ae: ane 
as ; hes oo 
ft nt > ‘ * ee 
4 . F 2 : T ne , é ~ t % Ps 
‘ - Ga , ie 
y gh ' * eo 
Le a i 
€é , * ae 
¥ : me 
nT ii 
a ee toe Le 
Pi» 
yt 
Me = 
Re 
a 
5 
Rae 
ee 
x 
B para 
See a —_——_ ae lac a =e ie ee ge ae ed eS eae ys eee 
; a £ 5 AW. a oe 2a : eS Se qe Fae ae ap f 2 ns Penton ; men = a, a a co ae Se 
oS | pie oe G ny. ee ~ nae 3 ees Sw ie on! 


uow XEROGRAPHY 


cuts duplicating costs 9,600 a year 
ror H. L. GREEN CO., inc. 


—— FRESHMENTS — 


Speeds “Hot MERCHANDISE INFORMATION 
_ TO 221 VARIETY STORES 
3 Days Quicker Than By Former Method 


H. L. Green Company, Inc., New York, buys, and 
through its chain of 221 variety stores sells more than 
30,000 items. Getting copies of price lists, merchandis- 
ing information, promotion calendars, sales bulletins, 
etc., to its store A nea requires a lot of paperwork SOME USERS IN 
duplicating which must be done quickly and accurately. DIFFERENT FIELDS 
Since installing XeroX® copying equipment, H. L. 


. oeggep. | “hae . AIRCRAFT 
Green gets “hot” merchandise information to store 


Piasecki Helicopter 


managers three days quicker than formerly. Preparing Corporation 

paper masters by xerography for duplicating price AUTOMOTIVE 

lists, bulletins, ete., eliminates the work of five typists, Ford Motor Company 

assures photographic accuracy, and saves about $800 EDUCATION 

a month. University of Nebrosko 
Anything written, typed, drawn or printed can be re- FINANCIAL 

produced with photographie accuracy in about 3 min- Provident Vrest Company 

utes onto an offset paper master for run off of multiple GOVERNMENT 

copies on an offset duplicator. Original copy may be Federal, City, Stete 

enlarged, reduced or reproduced same size by xerog- INSURANCE 

raphy in XeroX® Lith-Master* copying equipment. mardnensel 

With xerography, copies can be made from one or ee 

both sides of original material. ale cae 
For use in diazo type machines, translucent inter- METALS 

mediates can be made from any original subject in Jones and Loughlin 

the same speedy way. Stee! Corporation 


There is no limit to the versatility of the dry, elec- 
trostatic, direct positive xerography process in paper- 
work duplicating applications. 
*A TRADEMARK OF THE HALOID COMPANY 


Write for proof of performance folders showing how companies of all kinds are cutting 
duplicating costs with xerography. For instance: Piasecki Helicopter Corporation saves 
$1,185 a month and vital time in preparing offset paper masters by xerography. 


THE HALOID COMPANY 
54-29X HALOID ST., ROCHESTER 3, NEW YORK 


Branch Offices in Principal U.S. Cities and Toronto 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating — 


aeite 
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The CPS project was started in 1951 
as a means of improving the standards 
of secretarial practice and of achieving 
recognition in the business world for 
qualified secretaries. 


Certification is granted only to ap- 
plicants who satisfy strict requirements. 
Applicants must pass an exacting 
twelve-hour series of examinations 
which cover business law, economics 
and business administration, personal 
| adjustment and human relations, sec- 
_ retarial accounting, stenography, and 
general secretarial and office proced- 
ures. The examinations are given over 
a two-day period each Fall. They are 
administered by colleges in various 
parts of the country. At present there 
are 33 examining centers, but a new 
center can be set up if ten or more 
applications are received in any area. 


The height of the examination stan- 
dards is indicated by the fact that only 
a small percentage of the applicants 
succeed in passing the first time they 
try. Mrs. Miller estimated that the 
examination on economics required a 
knowledge about equal to that of a 
junior-year college student majoring in 
economics. The questions, however. 
are of a practical, rather than a theo 
| retical nature. 


Before an applicant may take the 
certifying examinations, she must have 
worked as a secretary for three years, 
if she is a college graduate, for four 
if a business school graduate, or for 
seven if a high school graduate. In 
addition, the candidate must be at 
least 25 years of age. The examina- 
tions are not limited to women, but 
so far only one man has attained CPS 
standing. The candidate need not be 
a member of the National Secretaries 
Association, 


Mrs. Miller expressed encourage- 
ment at the recognition management 
has shown of the value of CPS certifi- 
cation. She said that many companies, 
realizing how secretaries improve 
themselves in preparing for the exam- 
inations, are now paying the examina- 
tion fees, and, in some cases are even 
paying for review courses for the ap 
plicants. Management feels, she said, 
that the maintaining of CPS standards 
not only is a guarantee of professional 
quality in a secretary, but that even 
the attempt of a candidate to qualify 
results in considerable  self-improve- 
ment. 

This year’s examinations will be 
given on October 8th and 9th, Inquir- 


| 
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YOUR FIRST cHOICE IS TELEVOICE 
BY MORE THAN 3 10.1 / 


EDISON'S (NEW FASHIONED PHONE DICTATION 
SYSTEM SWEEPS NATIONAL PREFERENCE POLL! 


“First choice is TELEvoIce!” So say the nation’s biggest and busiest 
Offices in a recent, independent, coast-to-coast survey! They proved 
their preference by purchasing it — 3 to 1 over any other! Edison was 
years ahead in introducing phone network dictation — and is still 
years ahead in design, simplicity, accuracy and experience. Only 
Edison has a dozen patented, can’t-be-copied features that will speed the 
work flow of your entire office. Only Edison has years of experience in 
prescribing the just-right system to handle the work load. And only 
Edison makes TELEvoice, the preferred system, used by companies 
like ESSO, GENERAL ELECTRIC, U.S. RUBBER, OTIS PLEVATOR, PROCTER & 
GAMBLE, BORDEN’S, and thousands of others. With one typist handling 
the dictation traffic of up to 20 dictators, EDISON TELEVOICE will serve 
and save for you if you have three dictators or more. Investigate! 


These Amazing Savings Show Why 
TELEVOICE Is Preferred—3 to 1! 


Yearly dictation time of executives... CUT 70% 
Dictation-to- 


Cost of dictation service per day ....CUT 47% 


EDISON TELEVOICE 
ee ee eh AS 


A DICTATING PHONE NETWORK 10 SPEED OFFICE WORK FLOW 


GET THIS NEW FACT-PACKED 1!6-page BOOK that tells 
why more than 1000 new users a month are turning to 
Tevevoice! Send handy coupon today — don't 
delay — just clip to your letterhead and mail it! 
Or phone local representative listed under 


EDISON (Ediphone Division) 


87 Lakeside Avenue, West Orange, N. J. 
° * | Please send me “5 BiG BENEFITS OF EDISON TELEVOICE” 
Q Edison. es 


INCORPORATED an NAME TiTLe 

i COMPANY 

! televoice ADDRESS 

— | <n cry ZONE____ STATE 
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one operation 
3 


MAIL couPON FOR DEMONSTRATION 
NO/OR. INFORMATION 


SA-B-D 


THE FIRST NAME IN DUPLICATING 


A. 8. DICK COMPANY 


5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 
Without obligation. — 


( ) Arrange demonstration for new, low-cost duplicator 
( } Send information about new, low-cost duplicator 


ot 


ies should be addressed to the Com- 
mittee on Qualifications, National Sec- 
retaries Association, 25 E. 12th St., 
Kansas City, Mo. 

NSA chapters have been working in 
still other ways to improve secretarial 
standards. For example, some of the 
chapters offer scholarships to colleges 
and to business schools. Some of these 
are full tuition scholarships. The NSA 
president pointed out that secretarial 
science is now considered one of the 
major subjects open to college stu- 
dents. At one university it is even 
treated as a five-year course. 

The National Secretaries Association 
is planning its ninth annual convention 
at the Waldorf-Astoria Hotel in New 
York, July 21-24. Busines firms ex- 
hibiting their products at the conven- 
tion will take as their theme the NSA 


OM-454 


ORGANIZATION _ 


ADDRESS _ (enaibbeitaniaamanteet 


i Oiiresntncinecnntenanetnitenstanentecenmmnnes STATE 


motto, “Better Learning, Better Let- 
ters, Better Living.” 


Books and Pamphlets 


Guide to Pension and Profit Sharing 
Plans 
A 64-page booklet designed to ex- 


plain to the layman just what em- 
ployee welfare plans are, what they 
accomplish, how they operate, and 
what tax advantages they make possi- 
ble, is now offered by the Farnsworth 
Publishing Co., Inc., 11 W. Prospect 
Ave., Mount Vernon, N. Y. at a price 
of $1.50. 

The scope of the booklet is indicated 
by the following list of its chapter 
headings: “Types of Plan,” “Contribu- 
tory Plans,” “Approval of the Plan,” 
“Exclusions and Discrimination,” 
“Vesting and Forfeitures,” “Getting 
the Tax Deduction,” “Past Service,” 
“Benefits,” “Integration with the Fed- 
eral Social Security Act,” “Taxability 
of Beneficiary,” “Unions,” “Affliates,” 
“Terminations,” “Retirement,” “Pen- 
sions versus Other Benefit Plans,” 
“Formalities,” “The Trustee,” “Costs,” 
and “Sundry Considerations.” 

The text is in question and answer 
form. 


iow Business Forms Are Bought 
and 

A new research study on the uses 
of business forms is now offered by 
U. S. News & World Report, Market 
Research Division, 24th and N. Sts., 
N.W., Washington 7, D. C. The 
study is based on information obtained 
from a representative group of the 
magazine's subscribers; the actual tabu- 
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GE adds to your AE* 


Top executives can do their best work when rested by 
America’s finest office chair— GF’ s COMFORT MASTER DE LUXE 


Few businessmen consciously associate 
comfortable seating with their executive 
productivity. Yet it’s a fact that your 
mind works more efficiently when your 
body is completely relaxed in a Goodform 
Aluminum Comfort Master De Luxe. 


This popular model was designed for 
streamlined elegance as well as efficiency, 
reflecting the modern office trend 
toward functional beauty. 


Comfort Master De Luxe, the top 
executive's office chair, is built for 


lifetime service. Its exclusive 5-adjust- 
ment feature actually tailors” it to your 
body. And, considering appearance, 
comfort and durability, the small invest- 
ment in this chair will pay you divi- 
dends many times over. 


Why not try a Comfort Master De Luxe 
at your own desk for 10 days without 
cost or obligation? Just call your nearest 
GF distributor, or write The General 
Fireproofing Company, Department 
O-29, Youngstown 1, Ohio, 


Good metal business furniture is @ good investment 


April, 1954 
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ACCOMPLISHMENT FACTOR 
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Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM 
ALUMINUM CHAIRS + SUPER-FILER 
MECHANIZED FILING EQUIPMENT «+ 
GF ADJUSTABLE STEEL SHELVING 
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lation and analysis was done by the 
research organization, Benson & Ben- 
son, Inc., Princeton, N. J. 

The study contains a variety of facts 
on the purchase and use of business 
forms. It reports, for example, that 
two out of three businesses believe the 
efficiency of their operations could be 
improved if suitable business forms 
could be found. It was noted that 
73.7%, of the businesses concerned in 
the survey adopted new and revised 
business forms during the last year. It 
was also observed that 97°% of all busi- 
nesses reporting make use of business 
forms; a breakdown of these figures 
is available by various lines. 


“T learned to operate my Marchant in less than an hour 
... and soon took over the heaviest figuring in our office.” 


“Dollar-for-dollar, I've found that Marchant tops them 
all for time-saving, built-in automatic features, and 
guaranteed accuracy control.” 


“Marchant gives me calculating speed up to 
twice that of other calculators. The work 
really rolls out.” 


MARCHANT eecsese 
\ alewlatow 


The report, called How Business 
Forms Are Bought And Used, is avail- 
able from U. S. News & World Report 
at the address given above. 

Wage Policy in Industrial Growth 

A Dynamic Wage Policy for Indus- 
try’s Coming Growth is the title of a 
booklet by Allen W. Rucker, president 
of The Eddy-Rucker-Nickels Co., man- 
agement consultants of Cambridge, 
Mass. 

Mr. Rucker is known for the “Ruck- 
er Share of Production Plan.” In the 
new booklet he points out two “near- 
constants” in the relationship of labor’s 
wages to labor’s production value and 
applies these figures to wage policies. 


way you figuhe— 


res MARCHANT 


Whatever your figurework re- 
quirements, there’s a Marchant 
exactly suited to your needs 
... and the cost is soon repaid 
in hours saved. The Marchant 
Man near you will be happy to 
show by an actual run on your 
own work that Marchant’s the 


answer... any way you figure! 


ia 


Just mail this coupon with your business letterhead 
to get your free E2 
Index to Modern Figuring Methods . . O 
Descriptive Literature about the FiGuRematic [| } 
MARCHANT CALCULATORS, INC. + Ookiond 6, Colifernie P 
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‘Production value,” to Mr. Rucker, 
means the value created within a plant 
during the manufacturing process. The 
cost of raw materials, supplies, and 
other purchases made outside the plant 
is not included in calculating this pro- 
duction value. 

On the basis of extended studies, the 
writer has concluded that there is a 
nearly constant relationship between 
total production value created and total 
wages paid by manufacturers as a 
group. This value is $2.54 for each 
$1.00 paid in wages. Expressed dif- 
ferently, labor’s total yearly wages in 
the United States have averaged 
39.395%, plus or minus 1.663%, of 
annual production value. 

The author notes that these near- 
constants apply to manufacturing as a 
whole, but that they vary from indus- 
try to industry. He believes, however, 
that each industry, or each plant, has 
its own near-constants, which can be 
determined. These values, he argues, 
represent a realistic basis for setting 
wage policies. 

Mr. Rucker’s booklet is available 
from The Eddy-Rucker-Nickels Co., 
Harvard Square, Cambridge 38, Mass. 
at a price of 50 cents per copy. 


Postal Rate Policies 

Rate Policies and Rate Practices of 
the United States Post Office, by Jules 
Backman, professor of economics, New 
York University, School of Commerce, 
is published by the Magazine Publish- 
ers Association, Inc., 232 Madison Ave., 
New York 16, N. Y. The price of the 
volume is $1. 

This book examines the history of 
the policies which lie behind the pres 
ent system of postal rates. It covers 
the background of postal rates, the 
standards for rate making, the relation- 
ship between various classes of mail, 
and the nature of postal costs. Among 
Dr. Backman’s recommendations are 
the following: 

1. That control of rates should be 
the entire responsibility of Congress, 
instead of being split, as at present, 
among Congress, the Post Office De- 
partment, and the L.C.C. 

2. The Congress should set forth the 
basic principles on which postal rates 
are developed. 

3. That a Joint Congressional Com- 
mittee for Postal Rates should be set 
up to make continuous study of rate 
problems. 

4. That the standards used in setting 

(To page 70) 
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*Fairfax continuous towels used by Synthane Corporation are sup- 


plied by Davis Coat & Apron Supply Company of Philadelphia. 


Synthane Corporation Installed Cotton Towels 
to Help Keep Washrooms Cleaner and Tidier 


April, 1954 


Here's How 


Linen Supply Works... 


You buy nothing ... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


Fatrtax- Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. © WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 
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e Synthane Corporation, the company, manufactures Syn- 
thane, the material, at Oaks, Pennsylvania, Synthane is a 
tough plastic widely used for industrial purposes. In fact, 
Synthane is to be found in radios, television sets and appli- 
ances and motors of all kinds. This company, like most large 
industrial companies, had difficulty keeping plant wash- 
rooms tidy until they installed continuous cotton towel serv- 
ice. Now their washrooms are kept clean and tidy thanks to 
cotton towel service. Their employees appreciate the great- 
er comfort afforded by clean, absorbent cotton towels. 

Whatever your towel problem... whether you operate a 
factory, institution, office or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promotiag employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. Cotton towel service is economical, 
it’s efficient and it’s a sign of good management. 


Clean Cotton Towels... 
Sure Sign of Good Management 
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Books and Pamphlets 


(Continued ) 


rates be based as in business enter- 
prises, on the value and the cost of 
service, plus public welfare considera- 
tions. 

5. That the Post Office Department 
should study its actual out-of-pocket 
costs for each category of mail, and 

6. That the postal rate structure 
should be simplified and made more 
consistent, 


AMA Publications 


Recent publications of the American 
Management Association, 330 W. 42nd 


St... New York 36, include the follow- 
ing: 

Recruiting the College Graduate: A 
Guide for Company Interviewers, by 
Richard S. Uhrbrock, which includes 
a detailed treatment of two-stage in- 
terviewing, by which candidates for 
employment are interviewed first at 
their colleges, and then in company 
offices. Price, $1.25, 

Planning for Worker Security and 
Stability, report No. 152 in the Per- 
sonnel Series, containing papers, en- 
titled “Stabilization of Employment Is 
Good Management,” “Current Trends 
in Industrial Pension Plans,” and arti- 
cles on other subjects. Price, $1.25. 

A Program of Financial Planning 


| svatiome RY COUNTE n | 


BECAUSE paper is made for specific end uses, 
requiring different characteristics in the paper. 


Neenah papers, for example, are designed for “quality.” 

They contain new cotton fibers and are carefully 

manufactured so they will have strength, permanence and prestige. 
Naturally, their cost is slightly higher. 


Neenah papers are used for documents, certificates 

and other valuable uses. When you need typewriter papers that add 
prestige to your letters, reports and records, 

we suggest you try Neenah Boxed Typewriter Papers. 

Then you will be convinced that all papers aren't alike. 


And remember, the stationer who carries Neenah Business Papers 
is also a good source for other quality office supplies. 


¥ 


wnth, 


WNREWRATER RPREERS 


NEENAH BOXED TYPEWRITER PAPERS 


Bonds and onionskins with from 
25% to 100% rag content 


NEENAH PAPER COMPANY, Neench, Wisconsin 


OFFICE MANAGEMENT 


and Controls—The Monsanto Chem+r 
cal Company, report No. 103 in the 
Financial Management Series, which 
discusses Monsanto’s techniques for 
financial planning, accounting control, 
and accounting research. Price, $1.25. 

A Company Guide to Effective 
Stockholder Relations, Research Report 
No. 21. Price, $2. 

Business Planning in a Changing 
World, report No, 167 in the General 
Management Series. Price, $1.25. 

Streamlining Office Equipment and 
Services, report No. 135 in the Office 
Management Series, which includes 
papers on cutting costs and improving 
efficiency of wire communications, se- 
lection of office equipment, and integ- 
rating recent developments in electron- 
ics into the office organization. These 
papers were presented at AMA’s Office 
Management Conference in New York 
during October. Price $1.25. 

The Human Side of the Office Man- 
ager’s Job, report No. 134 in the Office 
Management Series. This includes an 
interesting paper by J. Douglas Elliott 
which suggests certain dangers in over- 
specialization and describes the success 
of the Detroit Edison Company in 
meeting these dangers by enlarging the 
scope of individual jobs. This, to 
gether with other papers in the report, 
was presented at the AMA’s Office 
Management Conference in October. 
Price, $1.25. 


Reviewed in Brief 


Controllership: Trends and Tech- 
niques, published by the Controllers 
Institute of America, 1 E. 42nd St., 
New York 17. It contains the technical 
papers presented at the Institute’s re- 
cent annual meeting in Boston. Price, 
$1. 

Guide to American Directories for 
Compiling Mailing Lists, published by 
B. Klein & Co., 27 E, 22nd St., New 
York 10. It lists current directories, 
describes their contents, and provides 
information on where and how they 
may be obtained, including prices, 
where applicable. A bi-monthly sup- 
plement is mailed without charge for a 
six-month period after purchase. Price, 
$10. 

Printing and Promotion Handbook, 
by Daniel Melcher and Nancy Larrick. 
Published by the McGraw-Hill Book 
Co., Inc., 330 W. 42nd St., New York 
36. This is a revised edition of the 
well-known handbook, in which a great 


(To page 72) 
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VISOMATIC 
MARGIN 


Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
easy-to-read scale show exact 
position. Permits neater letter 
appearance. 


New Line Space Mechanism 


Line spacing as simple as 1-2- 
3. Change from single to double 
to triple space with instant 
adjustment. 


Full-View Tab Control Panel 


Easy-to-reach tab set and tab 
clear keys are at your finger- 
tips. You can clear all or any 
selected tabs at one touch. 


isOmalic_ 


TYPEWRITER 


~ More Value, More Advanced 
Features, More Typing Ease 


QUICK-SWITCH PLATEN 


4 


Feature for feature, the All-New R. C. Allen VisOmatic gives 
you more than ever before... more output... more typing ease 
..-more efficiency. And this highly versatile deluxe machine 
costs no more than ordinary standard typewriters. Try the 
All-New R. C. Allen VisOmatic typewriter first — See how 
quickly it proves itself in your office. The beautiful Mist Gray 
color styling harmonizes with every office color scheme. 


In less than ten seconds you can change 
from the standard platen to a platen 
for stencil cutting, or to one for mak- 
ing multiple-copy manifests, or for any 
other specialized job. A touch on the 
release lever and out comes the cylin- 
der ... in seconds! No inky fingers, 
no lost time, no complicated procedure. 
Platen snaps into position just as fast. 
Your R. C. Allen dealer is listed in the 
yellow pages of your phone book. 


rite for full details in colorful FREE literature today! 


‘R.C.Allen Business Machines, Inc. 


_ 680 Front Avenue, N.W., Grand Rapids, Mic 
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Books and Pamphlets 
(Continued) 


deal of reference material on printing, 
promotion, advertising, and direct mail 
is presented in an alphabetical arrange- 
ment like that of an encyclopedia, com- 
plete with necessary cross references. 


Price, $6. 


Complete Secretary's Handbook, 
published by the Parker Publishing 
Co., 5th Ave. at 13th St., New York 
11. It contains 34 chapters on secre- 
tarial duties. Price, $4.95. A free copy 
of the Handbook of Business Math- 
ematics is offered with the Handbook. 


Manufacturers’ Catalogs and 
Pamphlets 


IBM Booklets 

Among the free booklets recently 
made available by the International 
Business Machines Corp., are the fol- 
lowing: 

Fire and Casualty Insurance Appli- 
cations, which describes methods of 
streamlining automobile insurance pol- 
icy coding and rate checking by the use 
of IBM’s new Type 650 machine. 

IBM Method of General Accounting 
for Electric, Gas and Water Utilities, 
which describes the company’s use of 
IBM cards with the IBM accounting 


DEVICES 


machine with wheel printing, in gen- 
eral accounting for utilities, 

Life Insurance Premium Billing and 
Accounting, discusses the IBM account- 
ing principle and its applications to pre- 
mium and commission accounting. 

Payroll and Personnel shows how the 
IBM Electronic Statistical Machine, 
Type 101, can be used in the selection 
of personnel for training and upgrad- 
ing, and, in addition, discusses some 
of the payroll applications of the ma- 
chine. 

Railroad Payroll Disbursements and 
Passenger Accounting examines appli- 
cations to railroad accounting which 
are possible with the new Type 650 
machine. Comparative flow charts are 
also available to supplement the text. 

These booklets are available without 
charge from the Department of Infor- 
mation, International Business Ma- 
chines Corp., 590 Madison Ave., New 
York 22. 


Binders for Marginal Punched Forms 

The Star Loose Leaf Co., Inc., 165 
Duane St., New York 13, has pub- 
lished a four-page pamphlet listing 
specifications and prices for its line of 
storage covers, storage binders, and 
“keyless” post binders designed for 
use with marginal punched forms. The 
pamphlet is available from the com- 
pany without charge. 


Duplicating Methods 

A 28-page booklet entitled Dupli- 
cating and Printing Processes is offered 
by Duplicating Papers, Inc., 133 W. 
19th St., New York 11, to owners of 


duplicating machines. 


The 


booklet 


There is a Crown marking device for 
Any marking Problem— 


For the best in marking devices insist 
on the Crown Line. 


Write today for 100 page 
illustrated catalog ¢96; it’s 
FREE! 


80 DUANE STREET 
NEW YORK 7, N. Y. 


OFFICE MANAGEMENT 


gives information about the liquid, 
gelatin, stencil, multigraph, and offset 
methods of duplicating, including rec- 
ommendations as to papers best suited 
to each process and suggestions for get- 
ting the most out of the method em- 
ployed. 


Filing and Other Office Supplies 
The Ennis Tag & Salesbook Co., 
Ennis, Tex., has prepared an elaborate > 
product catalog covering its wide line 
of salesbooks, tags, filing supplies, sta- 
tionery, and other items. The volume 
has a detachable ring binder, tab in- 
dex, and index and sectional folders. 


Automatic Typing 

The American Automatic Type- 
writer Co., manufacturer of Auto 
typist equipment, offers a free copy of 
a new booklet called How to Use the 
(To page 74) 
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THE WORLD'S MOST IMPORTANT MANAGEMENT SHOW 


$$ — 


I 


THEIR OFFICES 
ARE NOT 
COMPLETELY 
EQUIPPED FOR 
MAXIMUM 
COMFORT AND 
PRODUCTION > 


of Attendees say 


‘ 
m: Si 
Pe 
* Survey of 1953 National Business oy 
Show by John T. Fosdick Brrl\ 
Associates. 98,031 attended for Et 
only one purpose — to fill their needs. ht, 
Detailed Show Report on request. 1» 
—= For Reservations cull or write: * 
—— RUDOLPH LANG, , 


Managing Director 


MAHI 


33 West 42 St., New York 36,N.Y. 
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OFFICE MANAGEMENT 


Phone: PEnnsylvania 6-6760 
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Books and Pamphlets 


(Continued ) 


Auto-typist. The booklet describes 160 
ways of making profitable use of au- 
tomatic typing; it is based on a series 
of surveys among present users of the 
equipment. A copy may be obtained 
by writing the company at 614 N. 
Carpenter St., Chicago. 


Copy Holders 

The Curtis-‘Young Corp., 110 W. 
18th St., New York 11, has issued sev- 
eral brochures and price lists covering 
its Stand-By and Copy-Right copy 
holders. This literature is 
from the manufacturer. 


available 


Business Forms 

Judson Formprint, Inc., 2394 Wine- 
wood St., Ann Arbor, Mich., has pre- 
pared a 100-page plastic-bound catalog 
covering its wide line of stock and 
standard business forms. It will be 
sent without charge to authorized pur- 
chasing agents requesting it. 


A souvenir booklet has been pre- 
pared by the Heppenstall Co., 4620 
Hatheld St., Pittsburgh 1, Pa., follow- 
ing that company’s recent Open House. 
Heppenstall’s windowless new offices, 
which are distinguished by the steel 
curtain that completely covers the out- 
side of the structure, were pictured and 
described on page 50 of the July issue 
of Office Management. 


Ever have work from your office 
duplicators come out looking like 
early hieroglyphics? . . . filled let- 
ters, smudges, blots? The culprit 
may be just plain lint. 

You see,lint from some papers 
is picked up by the blanket or 
plate... then takes on ink... 
and leaves a dot or line on the fin- 
ished copy. The. more lint, the 
more unexpected dots or lines. 

The remedy is as simple as the 
cause. Use Eastern’s lint-free du- 
plicating papers. Special surfac- 
ing and sizing built into these fine 
papers eliminates the possibility 


— Fe» 
ee ae “a 
nt 
wiwuet ve | Pi 

————— 


of a “linty” surface . . . assures 
clean, clear impressions on every 
job. 

For top quality work on sten- 

cil, spirit or offset duplicators . . . 
for papers that look well, print 
well and permit fast, trouble-free 
operation, use Eastern’s Office 
Papers: 
ATLANTIC BOND, ATLANTIC MIMEO 
BOND, ATLANTIC OPAQUE, ATLAN- 
TIC DUPLICATOR, MANIFEST MIMEO 
BOND, MANIFEST MIMEO, and 
MANIFEST DUPLICATOR. 

For sample packets or sheets 
write or call. 


ys 


ATLANTIC BOND 


Ppuiness PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


casreee 
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Movable Metal Walls 

The Mills Co., 965 Wayside Rd., 
Cleveland 10, Ohio, has published a 
68-page catalog giving detailed infor- 
mation on Mills Metal Walls. In addi- 
tion to describing the principles of of- 
fice flexibility these walls were de- 
signed to satisfy, the booklet gives 
specifications and other data. Copies 
may be obtained without charge by 
writing to the company on_ business 
stationery. 


Rotary Files 

The Zephyr American Corp.’s line 
of Autodex and Rolodex rotary files, 
Rolodex supplies, and Autodex indexes 
is described in that company’s 1954 
catalog, which is available from the 
company offices at 95 Morton St., New 


York 14. 


Filing Systems and Supplies 

The Sell Corp., 500 S. Clinton St., 
Chicago 7, describes its Selco line of 
filing supplies in a new combination 
filing manual, price list, and illustrated 
catalog, which contains detailed infor 
mation on the line, This 46-page cata- 
log may be obtained by writing the 
company. 


Steel Shelving, Cabinets, Etc. 

The Precision Equipment Co., 3714 
N. Milwaukee Ave., Chicago 41, offers 
a new catalog of steel and aluminum 
shelving, lockers, ladders, folding 
tables, cabinets, bins, hand trucks, and 
other equipment. The catalog describes 
each item, listing prices. 


What NOT to Photocopy 

Peerless Photo Products, Inc., Shore- 
ham, Long Island, N. Y., has prepared 
a chart listing documents which it is 
illegal to copy photographically. It is 
intended to help prevent violations of 
the law due to unfamiliarity with reg- 
ulations. The chart is on stiff backing 
and has a punched hole at the top so 
that it can be hung on the wall. It is 
available without charge from Peerless 
at the above address. 


The Neenah Paper Co., Neenah, 
Wisc., describes a variety of uses for 
onion skin papers in a booklet called 
Three Keys to Selection and Use of 
Neenah Thin Paper. Except for the 
covers, this 22-page booklet is printed 
on a variety of onionskin papers chosen 
to illustrate the various uses, Specifi- 
cations of each type are given. 


(To page 76) 
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IN MANY THINGS@ : 2 Ming 
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C4 . "2 Pa — 
/ MODERNIZE TO ECONOMIZE 


Courtesy Thompson 
Products Museum 
Cleveland, Ohio 


Cars don’t benefit from years of use... they become 
inefficient, worn out or finally, obsolete. Likewise, 
your visible record systems and equipment, through 


the years, may well have outlived their usefulness more production for every dollar spent. The cost 
and efficiency. Remington Rand suggests that you of the new equipment and systems necessary to 
modernize to economize . . . with the latest in visible do this will quickly be amortized by the increased 
record keeping systems and equipment. production you obtain and the economies effected. 

Savings up to 25% in clerical cost alone have Some of the Remington Rand equipment we 
been achieved by modernization of office equipment suggest for this modernization— 


and systems.* Remington Rand’s new visible record 
keeping equipment makes it possible for you to in- 
crease office efficiency and work output... to obtain 


1. KARDEX IMPERIAL 
or, for the ultimate in visible record equip- 
ment, 

2. Electrified ROBOT-KARDEX 
and, in conjunction with either, 

3. KARDLOK 


signals and forms, for accurate, and positive 
signal control. 


§ 

‘ , ‘ a 
Stop in at your nearest Remington Rand Business b 
Equipment Center soon, and see this and other ’ 


equipment for yourself. Or, write to the Manage- 
ment Controls Reference Library, Room 1411, 
315 Fourth Ave., New York 10, N.Y. Ask for the 
folder “Modernize To Economize,”” KD730. 


“PROFIT-BUILDING IDEAS FOR BUSINESS > 


Kardex Imperial 


* We have the reports on file, for your study af any time. 
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The Automatic Electric Co., 1033 W. 
Van Buren St., Chicago 7, Ill., has is- 
sued a four-page booklet called The 
Executive Direct-Line Telephone which 
describes the uses of P.A.X. business 
telephone systems. The booklet is ob- 
tainable from the company without 
charge. 


Coming Events 


American Management Association 
April 5-8 
Twenty-Third National Packaging 
Exposition and Conference 
Convention Hall, Atlantic City 
@ 

National Association of 
Cost Accountants 
April 20-23 
Seventh Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
a 


Executive Furniture 

The Herman Miller Furniture Co., 
Zeeland, Mich., offers a free folder on 
its Executive Office Group of modular 
furniture, a modern series designed by 
George Nelson. 


PLYMOUTH 
RUBBER BANDS 


— to Federal Specifi cotiG® ‘: 


PLYMOUTH RUBBER COMPANY, INC. 


(, he Lerten Rethorinwe ot seal, 


1954 Industrial Health Conference 
April 26-30 
Hotel Sherman, Chicago 
* 
Society for Advancement 
of Management 


April 29-30 
Ninth Annual Industrial Engineering 
Conference 
Statler Hotel, New York 
& 
British Industries Fair 
May 3-14 
Olympia and Earls Court, London 
@ 
National Office Furniture 
Association 
May 8-11 


1954 Convention 
Hotel Sherman, Chicago 
« 
National Office Management 
Association 
May 23-27 
Thirty-Fifth International Conference 
Annual Office Machinery 
and Equipment Exposition 
Kiel Auditorium, St. Louis 
& 
American Management Association 
May 24-26 
Insurance Conference 
Hotel Statler, New York 
€ 
Canadian International Trade Fair 
May 31-June 11 
Exhibition Park, Toronto 


~ 
National Secretaries Association 
July 21-24 
Ninth Annual Convention 
Waldorf-Astoria Hotel, New York 
* 
Life Office Management 
Association 


September 27-29 
1954 Annual Conference 
Shoreham Hotel, Washington 
o 
Office Executives Association 
of New York 
September 27-October | 
Golden Jubilee National 
Business Show 
69th and 7Ist Regiment Armories 
New York 
& 

Industrial Management Society 
November 11-12 
Eighteenth National Time & Motion 
Study & Management Clinic 
Hotel Sherman, Chicago 
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Here’s an X-ray look into 
the easiest operating desk you can buy 


This new “Y and E” desk keeps its handsome, accepted style—but 20 engi- 
neering changes make it the most adaptable, easy-to-use desk you can buy. 


ease of 
operation 


m _ 4 

2. New Effortless Locking— 
ings glide drawers quietly in and new spring and locking mecha- 
out with effortless ease. nism give easy and positive lock- 
ing and unlocking. 


3. New Sliding Reference Shelf is 4. New Drawer Stop, spring con- &. New Roomier Utility Tray for 
reversible, can be used as utility trolled, positive action—drawer more convenient storage. All 
drawer. Glass insert or pin tray removal simplified. compartments full height of 
is available. drawer —no spillage. 


fe no ies con batt sour WA WMIANAND FRBE MFG. 


company, please write for free bro- 
chure No. 3808, 1030 JAY STREET, ROCHESTER 3, N. Y., U. S. A. 
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New Flexibility 


Same desk adapts 
for different uses 


Reverse pedestal 
to get: 


Replace typewriter 
pedestal with drawer 
pedestal to get: 


Replace pedestal with 
end panel to get: 


U 
Reverse pedestal and 
end panel to get: 


You can meet many 
changing needs through 
rearrangement of original 
parts. By stocking a few 
spare parts youcan quickly 
and easily change this new 


desk to almost any model. 


@. Choose either Recessed or Flush 
Back on original equipment. Can 
be easily changed from one to the 
other at any time. 


Nationally distributed through 
Spanien aguiit, and dealers. 
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People in the News 


WESLEY HOBSON, assistant direc- 
tor of administrative services for Dan 
River Mills Inc., and R. W. McGee, 
methods engineer of General Motors 
overseas operations, have been named 
to the board of directors of the Office 
Executives Association of New York, 
Inc., according to a recent announce- 
ment from OEA President George 
Oliver. 


FRED H. PINKERTON, vice presi- 
dent and sales manager of Reinhold- 
Gould Inc., has been elected president 
of the Executives’ Association of 
Greater New York. It has also been 


announced that Robert Rothstein has 
been appointed assistant sales manag- 
er of Reinhold-Gould and that Herbert 
P. Zimkind has become credit man- 
ager. 


DITTO, INC., has announced the pro- 
motion of three men to vice presiden- 
tial status: 

L. A. Watkins, formerly general 
sales manager, is now vice president in 
charge of domestic sales. Mr. Watkins 
has been with Ditto since 1935, when 
he joined the company as a salesman 
in the Toronto office. Later he was 
general manager, then vice president 
and general manager of Ditto of Can- 
ada, Ltd. He has been general sales 
manager of Ditto, Inc. since 1952. 

C. E. Snow has become vice president 


Puddle- 


---- 


Is the new Morris miracle SAFE-T-SET with the 
exclusive safety feature. Tip it... tilt it... turn it upside down. Won't 
spill. Won't leak. It’s Puddle-proof ! The Morris SAFE-T-SET belongs 
on every office desk. Saves soiled clothing, spoiled tempers. Handsome 
modern design in your color and the pen with a point in your favor, a 
Morris hard-tip point. Will hold full two-ounce ink supply and built 


with office rough treatment in mind. The new Morris puddle-proof 
SAFE-T-SET is manufactured by the foremost name in the field of 


matched desk top equipment. See your stationer today. 


BERT M. /YjorRis Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Lid., Montreal, Quebec 
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Watkins 


of Ditto Press, Inc., the company’s 
large forms printing division in Cin- 
cinnati, Mr. Snow has been assistant 
general manager and general manager 
of Ditto Press, having held the latter 
position since 1951. 


S. |. Burk has moved up to the post 
of vice president of Ditto of Canada, 
Ltd., the company’s Canadian division. 
Mr. Burk has been with Ditto of Can- 
ada since 1949, first as comptroller and 
subsequently as general manager. 


THE FRIDEN CALCULATING 
MACHINE CoO., INC. increased mem- 
bership in its board of directors to nine 
at the recent annual stockholders meet- 
ing at San Leandro, Calif. B. F. Alex- 
ander was elected to the board, and 
eight former members were re-elected. 
These were: Walter S. Johnson, John 
M. Lund, Philip R. Samwell, Charles 
T. Gruenhagen, Wesley Plunkett, Jack 
B. Lewis, Alberta Hawthorne, and 
Stanley M. Friden. 

The board of directors then met and 
reappointed the following officers: pres- 


| ident, Mr. Johnson; chairman of the 


| HAROLD F. 


executive committee, Mr. Lund; vice 
presidents, Messrs. Friden, Samwell, 
and L. B. Taylor; secretary-treasurer, 
Mr. Gruenhagen; assistant secretary, 
Harry Billings; and assistant treasurer, 
Victor C. Berds. 


LARSON has been 
named general office manager for Min 
nesota Mining & Mfg. Co. He will be 
responsible for all office management 
functions of 3M and of its domestic 
subsidiaries. Mr. Larson has been with 
the company since 1925. He is a mem- 
ber of the National Office Management 
Association and is a former president 
and director of NOMA’s Twin City 
chapter, 


FRED C. SCHAEFER has been ap- 
pointed to the board of directors of 
The Sanford Ink Co., it has been an- 
nounced by President C. W. Lofgren. 
Mr. Schaefer has been with the com- 
pany since 1907, when he joined its 
sales force. He was elected a vice pres- 


ident in 1943. (To page 80) 
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Illustrated: the beautiful Sight - Light 
SWIVEL ARM. Smart, graceful arm ex- 
tends 15 inches from swivel ball. Turns 
full 360°. Gives abundant, glareless, dif- 
fused light over large area. Wafer-thin base 
never in the way. Polished solid brass com- 
bined with choice of warm decorator colors 
to blend with all interiors. 


LIGHTING ENGINEERS know that you must have 
50 to 75 foot candles of light for adequate Seeing 
Comfort. Overhead lighting rarely supplies more 
than one-third to one-half of this needed light. 
Naturally, your eyes must work harder to make up 
for the missing light. Eye-strain and nerve-strain 
are unavoidable. 


Hundreds of thousands of Sight-Light Lamps in 
offices, homes, universities and institutions have 
proved their ability to overcome the inadequacy of 
general illumination. 


Here is a scientifically correct optical system speci- 
fically designed to give you abundant, shadowless 
light below eye level. Furthermore, this great flood 
of brightness is properly diffused to eliminate eye- 
straining glare factors. 


Your office furniture and office supply dealer will be 
April, 1954 OFFICE MANAGEMENT 


Poor Lighting At Your Desk Is Far 
More Serious Than You May Think! 


ight Light 


For Blessed Relief from Eye-Strain 


glad to demonstrate Sight-Light right on your desk 
... to prove how greatly it will improve seeing con- 
ditions for your personal comfort. 


... OR have your secretary attach the coupon below 
to your letterhead and mail to us. We promise you 
that the literature will prove most enlightening. 


TEAR OUT... ATTACH TO LETTERHEAD .. . MAIL 


Siaeateaieiaiaianenteinateatetaataa 


M. G. WHEELER COMPANY, INC. ] 
GREENWICH, CONNECTICUT | 


Without cost or obligation, send me complete literature on | 


Co ee ee 


Sight-Light for Office use. ] 
eee ee ee 
EET ee re ee eee er eT | 
ee ee er ee See ere ee : 
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> 
& NEW... 


No Outside Help Is Needed With 
This Supervisor and Executive Train- 
ing Plan 


A basic course in executive know- 
how © guide books, charts, case 
studies, practice projects all come to 
you complete and ready to use ® a 
sound approach to better human 
relations ® lower office costs © good 
office operations. 


All at a cost so low it will pay out 
no matter how few key people you 
put through the program. 


Write today on your executive 
letterhead for full details on 
Free Examination Offer. 


our 


AMERICAN SUPERVISORY 
CONFERENCE, INC. 


220-02 Hempstead Ave. @ Queens Village 29, N.Y. 


AN ACH staPLeR.. 


when” > 


ACE PILOT 


Don't take chances on or- — 
dinary staplers. The ACE 
PILOT has proven its su- 
periority with millions of 
satisfied users the world 
over. When you ask for an 
ACE, you get extra years of 
never -failing stapling serv- 
ice. Models from $2.40 up. 
Ask for the ACE Staple Re- 
mover and ACE precision- 
made Staples, too. 


ACE STANDARD 


ACELINER 


SOLD THRU LEADING STATIONERS 


ACE FASTENER CORPORATION 


3415 North Ashland Avenue, Chicago 13 


| ilton, Ohio, plant. 


| tion of Cost Accountants. 


JOSEPH K. SALOMON has been 
named president of the Royal Metal 
Mfg. Co., succeeding Hobart A. Green, 
who died suddenly 
on January 29th. Mr. 
Salomon is a son of 
Joseph Salomon, 
who founded the 
com pany in 1897. 
He has been with 
Royal Metal singe 
1930, advancin gf 
through the posts of 
sales manager and 
general manager of the Los Angeles 
plant to that of general manager and 
secretary in 1948, 

George C. Lautemann has been 
named executive vice president, and 
George H. Lowell has moved to the 
position of secretary-treasurer. Mr. 
Lautemann is also president of Royal 
Metal Mfg. Co., Ltd., a Canadian sub- 


sidiary. 


J. K. Salomon 


WALTER HARMER has been ap- 
pointed general manager of Mittag & 
Volger, Inc., accord- 
ing to a recent an- 
nouncement by J. A. 
Campbell, general 
manager of machine 
supplies operations 
for the Burroughs 
Corp., of which Mit- 
tag & Volger is a 
subsidiary. Mr. Har- 
mer moves to his 
new position from Acme Carbon & 
Ribbon Co., Ltd., of Toronto, also a 
Burroughs subsidiary. 


W. Harmer 


JOHN E. HAMPEL has advanced to 
the post of comptroller of The Mosler 


Safe Co. 


comes 


This news 
Martin 
Mosler 
vice president and 
treasurer. Mr. Ham- 
pel has been with 
Mosler since 1952 as 
chief accountant at 
the company’s Ham- 


from 
S. Coleman, 


J. E. Hampel 


Formerly he was a 

member of the faculty of Chase Col- 
lege, Cincinnati; he is a member of 
the college’s board of regents. He is 
also a director and member of: the 
Cincinnati Chapter, National Associa- 


OFFICE 


by 
Bonnppenciall 


| 
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++. one of many carefully planned 
groups of handsome, modern office 
furniture . . . styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 


MANAGEMENT April, 1954 


NN i aM ES i ee aad 
So | q © 
| ‘ hi 
oe OUP. Pod 
| > Ses GR oo ae oe 
| - 
rah | 3 — 
ui —— | Oat: ota) Sao 
| | a a 
ae 
| manip » ‘ 
| eI . r ‘ 
; oe aa im. ae : 
2 Bre. ee 
a ara | | ) 
| eS 
: Pe | 
e. ee | 
| 
7 | | 
a 
— 
WZ 
oe ; + --—=- ae SWZ, 
; ‘ ? ~ . / 3 teal 7 
ot a a, VY 
} » “at eee me Z 
ok nail t 4 
; al — 4 NV, 
| / | » NZ, 
: Millions Now in Daily Use! ie i ¥ 
illion y Use! m UY 
| N Y 
Ni 
NiZ : d 
=. , | mee ? VG, 
. —| : sagt YW 
1 F oe Fae ‘vel yf ll oe Pag ' 7 
oe | he ee, ic : y ! : 
it —* . a VA 
‘ } / msi/se WZ 
“Ip | VY 
NZ, 
| ris a y 
- 0) y, 
gE, NV, 
WZ 
| VW 
. 2 
[cS 1 s ee 
20 a ee 
2 a F PS ie: rid : ue Fil mi i a Bs ei o gs i = 2h ri d cs > boule = . “el . ‘ a Pig e 
: a eee 2 a ee Zi a [- oa Re ae a: eee 7 
eee! i ee 4) a B pa eo ae 2 >: an Sai — * ae ose ee See Lo. 
ieee eee 1} a: a ai 7 ates a oa 4 er mr pe ae ae 3 


f VICTOR IDEAL SCRAPBOOK. Here is 
an all purpose scrapbook of excellent quality. 
Long a popular favorite of advertisers, agen- 
cies, artists, lecturers, performers and many _ — 
other “clipping collectors”, the Ideal Scrap- 
book is handy for use in office or home. Has 
black moisture and scuff resistant fabricoid 
cover and quality paper that takes pen and ee 
ink, pencil or water colors. 12 popular sizes. 


a 


2 VICTOR SORTER. Still the most 
practical one-hand sorting device on the 
market. Speeds up all kinds of sorting and 
temporary filing and eliminates errors. 25 
adjustable metal dividers with A-Z indexes 
protected in celluloid angle tabs. Accommo- 
dates up to 51%” of filing in a single division. 
Construction keeps dividers apart, ready for 
reception of papers. Two sizes, check and 
letter, for handling papers of any length. 


 : ; 
@D ViCcTOR CONTROLA-CHART. Pro- nas laa eR ee MON teateaisae 


vides the answer to how to grapnically ihe 5 AAbeaaananennns tion ae e 
P St enema: ene ay 
illustrate facts and figures. Transforms cold aaaiee } 
statistics into colorful chart form for visual | errrra: i 


control of any business operation. Ideal for 
maintaining sales, production, scheduling or 
many other records. Celluloid signals fit into 
slotted metal board to illustrate vital facts 
at a glance. Eliminates bottlenecks, speeds 
production, increases sales coverage. 


Ask for a demonstration of these Victor products at your local stationer—or write Victor for the name of your nearest dealer 


vi cCcToO R| SAFE AND EQUIPMENT 
3 DEALER SALES DIVISION * REMINGTON RAND INC. 


= 315 Fourth Avenue, New York 10, New York 
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General Mills, Inc., has been appointed 
Association News chairman of the Technical Program 
Committee, 


THE NATIONAL ASSOCIATION THE WESTCHESTER CHAPTER 
OF COST ACCOUNTANTS will of the National Office Management 
hold its 34th Annual International Cost — Association has been widely com- 
Conference at the Conrad Hilton Hotel, mended for its monthly bulletin, No- 
Chicago, June 13th to 17th. John J. magram, which is printed by the off- 
Chandler, of the Mid-States Gummed set method and distributed to chapter 
Paper Co., Chicago, has been appoint’ members. One of the interesting fea- 
ed chairman of the Annual Conference tures of this publication is a_ series 
Committee, and Arthur H. Smith, of — called “Meet Your Neighbors.” This 
the Louisville Food Packaging Plant, 


is devoted to descriptions of compan- 
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| YOU NEED THIS 
| Challenge 


EQUIPMENT 
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PAPER CUTTERS: 


11 models — 7 sizes .. . from 
lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 
minimum effort and maximum safety. 


PAPER DRILLS: 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 
novelty jobs. 9 styles 
available — hand, 
foot, power models. 


' 

THE CHALLENGE MACHINERY CO. , 

GRAND HAVEN, MICHIGAN ' 

PROOF Send details os checked below: t 

PRESSES: ("] Paper Cutters {] Paper Drills 1 

Always a sharp [] Proof Presses [] Paper Punches ' 

clean impression; 

easy operation. Name__ ' 
Full selection of 5 | 
styles — 5 sizes. Ee. ee | 

Mail coupon for specific information l ete FTL 7 Se eal 

7448 -—- ST wow es = — — — — - 


“fillenge 


TRADE-MARK @® 
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ies represented in the Westchester 
chapter. The descriptions average 
about a hundred words in length and 
include a brief account of the com- 
pany’s operations, often with a glimpse 
into company history, interesting side- 
lights on the organization, and the 
names and titles of company members 
who belong to the chapter. The bulle- 
tins also contain information on chap- 
ter members, speakers, and activities. 
The chapter’s publication activities are 
under the supervision of Vice Presi- 
dent Walter J. Wendt, of the West- 
chester Division, Underwood Corp. 


THE OFFICE EXECUTIVES ASSO- 
CIATION of New York presented a 
panel discussion of the subject “Are 
Your Slips Showing?” at the March 
3rd luncheon meeting at the Masonic 
Club. This title had reference to the 
ways in which businesses meet the 
public. Mrs, Ann M. Fick, of the 
New York Telephone Co., discussed 
the handling of telephone calls; Mr. 
Cleve W. Clark, of Lever Bros., of- 
fered suggestions on how visitors 
should be treated at the receptionist’s 
desk; and Prof. J. Harold Janss of New 
York University, analyzed faults of 
business correspondence and offered 
ideas for improving it. 

At the dinner. meeting on March 
17th at the Hotel Belmont Plaza, the 
guest speaker was Dwayne Orton, ed- 
itor of the IBM publication, “Think.” 
Dr. Orton spoke on “The Human 
Side of Management.” 


THE OFFICE MANAGEMENT AS- 
SOCIATION of Chicago presented 
Robert E, Slaughter as its guest speak- 
er at the luncheon meeting on Febru- 
ary 10th, held at the Congress Hotel. 
Mr. Slaughter, vice president and 
general manager, Gregg Publishing 
Division, McGraw-Hill Book Co., Inc., 
chose as his topic, “Your Secretary— 
An Administrative Aid to Manage- 
ment.” 

OMAC held its monthly dinner 
meeting at the Chicago Bar Associa- 
tion on February 18th. The speaker 
of the evening was William G. Caples, 


| vice president, Inland Steel Co., whose 


subject was “Management's Moral Re- 


_ sponsibility in Labor Relations.” 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York, at its 
March 8th meeting, heard Thomas H. 
Prather and Earle J. Butler, both of 
the office of the secretary, Metropoli- 
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Use this ONE success-building 
HANDBOOK to 
GET AHEAD 
FASTER in 
BUSINESS 


Just Published 


HERES your one- 
volume reader-ref- 
erence of dependable 
facts on every major 
phase of modern busi- 
ness management—facts 
you need to set up and 
run a _ business—facts 
you need to make a go 
of it—facts you need to 
make money and to keep 
everybody who has any- 
thing to do with your 
business happy. 

The great body of 
business knowledge 
that’s packed into this 
book can do for you 
what it’s done for hun- 
dreds of other men. By 
giving you the know-how behind success- 
ful operation of every phase of business, 
it opens the way for you to push on to 
top heights of income, whether you're on 
a salary, or in business for yourself. 


Edited by J. K. LASSER 


BUSINESS 
MANAGEMENT 
HANDBOOK 


Prepared by 20 specialists 
20 big sections, 809 pages, 6 x 9, only $8.50 


In this big guide to the business 
that bring succees and 


Section on how 
to organize for 
good employee 
relations tells you 
how to sense 
when employee 
relations are bad, 
what employees 
really want, how 
to boost morale, 
how to form and 
use policy, how 
to widen your 
services to and 
for employees. 


so that it shows a healthy profit. 


These men show you 
what are the success- 
ful practices in every 
aspect of businese—in 
building a strong fi- 
nancial and organiza- 
tional set-up: in main- 
taining good relations 


The famous Lasser 
style, the crisp state- 
ments of fact, the 
tables and check lists 
for quick consultation, 
all make it a use-it- 
now book for the man 
who wants to up his 


with customers, em- 
ployees, and stock- poems ne Sawer — 
holders: in keeping e i “gio 


books and forms eo 2" use it the minute 


that they serve as a you get it—yeu don't 
real control of the have to wait until 
business: in plugging you've had time to 
profit leaks: etc. study it in detail. 


Covers scores of topics like these 


@ Newer personnel procedures and how they 
can be used advantageously e Current methods 
of using cost analysis in achieving effective 
marketing procedures @ Today's mechanics to 
attain full managerial control of plant opera- 
tions by use of cost data @ Advanced methods 
of controlling all operations through budgeting 
e@ Newly evolved management toois for con- 
tinuous supervision of the business @ Simpli- 
fication processes to create essential business 
forms for greatest efficiency. 


Send check of money order for $8.50 to 
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The Magazine for Management Executives 
212 Fifth Avenue New York 10,N. Y. 
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tan Life Insurance Co., discuss “Oper- 
ation of a Low Cost Records Center.” 
In addition to its regular meetings, 
the RMA has been conducting several 
visits to study the files of prominent 
organizations. Recent visits have in- 
cluded the files of The New York 
Times and of the New York office of 
the American Lumberman’s Casualty 
Insurance Co. of Illinois. 


THE TRANSCRIPTION SUPER- 
VISORS’ ASSOCIATION of New 
York heard a lecture by John Malarek, 
superintendent of service departments 
and purchasing for the American In- 
surance Co., Newark, N. J., at its din- 
ner meeting on February 8th at 
Whyte’s Restaurant. Mr. Malarek’s 
topic was, “Who Is The Boss Around 
Here?” His speech stressed the im- 
portance of the supervisor's controlling 
the entire office situation by her con- 
duct and example. 


Erratum 


The description of George B. Graff 
Co. products in the “Tools of the Of- 
fice” section of the December issue of 
Office Management contained a state- 
ment that incorrectly referred to that 
company’s “Cellugraf” file signals as 
“Nu-Vise” signals. The term “Nu- 
Vise” should have read “Cellugraf.” 

Above is pictured the George B. 
Graff Co.’s counter display rack show- 
ing the new small packaging of Cellu- 
graf file signals, featuring 20 to the 
card, This new packaging of the trans- 
parent signals is in addition to the 
standard packaging of 100 to the box. 
The company states that it is now 
easier and for the 
user to fill in colors or add new ones 
as the need arises. 

Cellugraf signals, as well as Graffco 
index tabs, paper clips, and map tacks, 
are widely distributed through office 
supply and stationery dealers, 


more economical 
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ALL-AROUND STAPLING 


PERFORMANCE © 
vf IN THE OFFICE . 


Model 
No. 202 
Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond, 


4-WAY MACHINE 
Stapler, Tacker, Plier, 
Temporary-Permanent Stitch, 


Model No. P-98 
PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 
at files and other hard-to-reach places, 


AG 


lem etaces “TT 


LONG ARM 


Accessible to areas which ordinary 
Staplers cannot reach. 
Loads 210 Standard Staples. 


‘FILL IN COUPON AND MAIL 


Arrow Fastener Company, Inc., Dept. 0) 
J One Junius Street, Brooklyn 12, N. Y. 1 


[ Please send literature on staplers checked below: I 
No. 2021 No.105() No. P-960 Long Arm "1 
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For labeling file folders, catalog sheets and charts 
—used for identification, visual index markers, 
map stickers—for air mail and special delivery 
stickers—address and address changes and hun- 
dreds of other uses. There’s no limit to the con- 
venience and utility of Avery Labels. 


And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There's no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
of a finger—and stay stuck—yet they're easily © 
removed when necessary! 


dealers: Be sure your stocks of Avery Labels 
are complete for all office needs. Free sales aids— 

displays, mats and literature are available. See 
your Avery salesman or write for samples today! 


type, stamp or write on them 
«-you'll save time and money! 


Selt-adhesive Avery Labels come in your | 
choice of 25 popular shapes and sizes. 


a 
: v-5051 & 


V-6281 (Red and Biue) 


r (Red) 
v-812 Soevrs a | V-5052 
/ v-1216 V-6282 (Yellow and Green) (Yellow) 
| + 
v-5053 © 
V-1224 V-808 illustrations are com i 
¥ v-508 one-fourth actual size ) 
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AVERY ADHESIVE LABEL CORP., Resale Div. 151 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So. California Ave., Monrovia, Cal. ¢ Offices in Other Principal Cities 


Biggest office move— 
(From page 15) 


General Foods in New York was spread through three 
buildings—250 Park Avenue, and 383-385 Madison Ave- 
nue. A survey was made early in the spring of 1953—one 
full year before the move—to determine all the furniture 
and equipment that would be moved out, the elevator ca- 
pacity at the New York buildings, and the truck loading 
facilities at the sidewalk level. At the same time, the con- 
tract movers were furnished with a complete set of plans 
for the White Plains building (which had not even been 
completed at that time) showing the scheduled location of 
each General Foods department within that building. 

It quickly became apparent that the entire move could 
not possibly be completed at one time, unless company 
operations were to be shut down for two full business days. 
The work that had to be done was re-studied on a two 
week end basis. Two week ends might do it, although 
there would have to be a great deal of preliminary moving 
of equipment from New York to White Plains, but sched- 
uling the entire transfer for completion within two week 
ends left no margin for error. Mayo Harvey, General Foods 
office manager, and his staff finally recommended that the 
move be scheduled over three week ends, and that sugges- 
tion was accepted by top management. 

Since a previously integrated office would now be fune 
tioning in two widely separated locations over a period of 
two weeks, the most careful dovetailing of plans was neces- 
sary if utter chaos was to be avoided. The three-week end 
moving proposal was based on a schedule indicating exactly 
which departments would move out on each week end. 

The general plan followed was to move out the large 
operating divisions of the corporation—Birds Eye, Sales, 
Associated Products, the Export Division—and the largest 
service groups first, letting the smaller staff divisions wait 
until the last to move. But it was also important that the 
groups which worked most closely together should move 
on the same week end. Thus, Executive, Law, Secretary, 
and Advertising were scheduled to move together on the 
week end of March 27 as were Controller, Tax, and Corpo- 
rate Finance. 

Coordinated with these requirements was the necessity 
that the moving schedule balance the physical work load as 
evenly as possible over the three week ends, and still an- 
other condition: that the departments and divisions at 383- 
385 Madison Avenue move out on the first week end, since 
the building management there had agreed to relieve the 
company of one month’s rent if General Foods space there 
was completely free before March 31. 

The overall moving schedule by departments was ap- 
proved in final form Jast summer, and then began an ex- 
haustive inventory, department by department through the 
offices, of the equipment and furniture in each, This was 
done by the movers, the Neptune Storage Company, and 
members of the General Foods Maintenance Department. 
Meanwhile a schedule of the move by departments was is- 
sued to all supervisors, and each department was asked to 
designate representatives to learn the complete procedure 
outlined for their particular department's move, and to 
bring forward any special problems they felt their depart- 
ment would present. 

When all of this had been completed, a final time sched- 
ule was worked out for each week end, which detailed hour 
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by hour the departure of the various departments from 
New York, and their arrival in White Plains. This was 
so precise that total variation from the schedule on the 
actual move never amounted to as much as an hour. A 
loaded van left New York every fifteen minutes for White 
Plains throughout the moving period each week end. 

In February of this year, each employee received a book- 
let giving the moving schedule, and all other pertinent 
moving details. The same meticulous care that went into 
the scheduling of the move itself was shown in the plans 
made to keep the work flow continuous. Supplies of sta- 
tionery, forms, letterheads bearing the New York address 
were carefully monitored during the last year before the 
move to insure that the company would not be left with a 
huge overage of useless material. Every secretary in the 
company was asked to provide herself with a small quantity 
of stationery with the White Plains address so that on the 
Monday following the move of her department, she would 
be ready for work in the new office. 

Even the personal paraphernalia that accumulates in every 
office worker's desk was taken into account in the company’s 
plans. Every employee was provided with a special carton 
for personal effects kept in the office. These cartons were 
moved by the company when the employee's department 
moved, and delivered to him or to her at the new post on 
the Monday after the move. 

These were merely the preliminary steps towards the 
move itself, however. There were still the problems attend- 
ing the smooth functioning of an office split into sections 
twenty-five miles apart over a two-week period, Many serv- 
ices had to be duplicated at each location during the two 
weeks—telephone, mail, medical, messenger, typing and 
reception. Two switchboards were kept operating, mail 
departments functioned in both New York and White 
Plains, and a station wagon carried interoffice memoranda 
and routed mail back and forth between the two cities. 


Contrast between offices 


Each wave of General Foods employees, as it reported 
for work in the new office on the Monday following its 
move, found a total change from its former environment. 
The new U-shaped building is low and wide, covering 
nearly three acres of the 46 acre site, in contrast with the 
towering skyscrapers that distinguish the Grand Central 
area in New York. Since one of the primary reasons for 
the General Foods decision to leave New York for the 
country had been a lack of elbow room in the city, the new 
building was built for spaciousness. 

Oriented to bring sunlight into as many surfaces as 
possible, many workers found they could work by natural 
light for the first time in years. 

The offices were much quieter than the old quarters, too 
—the result of sound-absorbing ceilings in all office areas, 
as well as in corridors, dining rooms, and escalators. 

Escalators were one of the greatest innovations to work- 
ers used to the vagaries of elevator service. The new Gen- 
eral Foods office depends almost entirely on escalators for 
movement of personnel between floors; the three elevators 
in the building are reserved mainly for freight and supplies. 
One purely technical innovation employed in the move by 
the movers, the Neptune Storage Company, was the use of 
an outdoor portable elevator to deliver equipment to the 
upper floors of the White Plains buildings at points remote 
from the three interior elevators. (To next page) 
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Most of us take a waste basket for granted. 
It’s where it is, simply to do a necessary job. 

But a waste basket is also a piece of 
furniture. And as such, it must be attractive 
and durable, just as any chair, desk or fix- 
ture in office or classroom. 


VOLCOP 1 baskets are eye-pleas- 


ing—and they’re built to take the worst 
kind of punishment. These hard vulcanized 
fibre baskets won’t chip, split, splinter, 
rust or corrode, can’t be dented. Standard 
colors—maroon-brown or olive-green—are 
blended into the fibre ... they will not 
chip, wear off, or mar furniture or clothing. 
Double-rolled tops remain smooth and 
round for life of baskets. Bonded seam 
construction adds strength. Small wonder 
every VUL-COT is backed up by a five- 
year guarantee! 

VUL-COTS are light in weight, noiseless, 
easy to clean and handle. You can get them 
in a wide variety of models and sizes at 
stationers and school supply houses every- 
where. Or write for catalog price sheet. 
Dept. S-4. 


NATIONAL 


\ VULCANIZED FIBRE CO. 
WILMINGTON 99, DELAWARE 
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(Photo Courtesy of Norwegian 
Information Service) 


—the sun shines on the renowned quality, depend- 
ability and uniformity of Weldon Roberts Erasers. 
In the fascinating Land of The Midnight Sun and in 
lands the world-over, Weldon Roberts Erasers 
cleanly, superbly “Correct Mistakes In Any Lan- 
guage”. There are sizes, shapes and textures which 
exactly suit your erasing needs. Ask your dealer! 


~ 2020 MASTER PINK. Med- 
jum sized, soft pink, super 
quality eraser of handy ellip- 
tical shape. Ideal for pencil 
work and cleaning, for draw- 
ing and for general use. 


2020 
MASTER PINK 
Weldon RoGeils Groner 


Mane in Newamn, UGA 


9000 SUEDE WHISK. 
Roberts Eraser No. 900 SUEDE with 


(Weldon 


brush attached). Makes quick, clean 
erasures on any kind of paper. Im- 
mensely popular because of its softer 
gray texture and slightly octagonal 
shape. 


Weldon RoGeAlS 


1010 HEXO CLEANER. Handy hexagonal 
shape plus resilient pink rubber give splendid 
working qualities for erasing and cleaning. 
Broad sides clean paper—even the thinnest— 
and tracing cloth, fabrics, painted surfaces. 
Edges and ends “pick out” details and line 
work. Medium and large sizes. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


~eeovgne 


Bad it 


At lunchtime, too, employees found the differences be- 
tween new and old offices were marked. The new office has 
a cafeteria, accommodating 400, a dining room where table 
service is available, seating 160, and various conference din- 
ing rooms. In the former quarters, General Foods employ- 
ees had no company luncheon facilities whatever, and had 
to depend on the crowded drugstores, cafeterias, and rest- 
aurants of New York’s Grand Central area. 

Spacious lounges opening off the cafeteria allow em- 
ployees, lunching now in comparative leisure, to complete 
their lunch hour in pleasant and relaxed surroundings. As 
the landscaping surrounding the recently-completed build- 
ing in finished, the pleasant semi-rural setting will become 
even more of a contrast to the hectic if exciting tempo of 
midtown New York. 

No one can predict at this time whether General Foods, 
which when first it announced its plans to move to the 
suburbs seemed to be setting a pattern, will remain a soli- 
tary giant in the Westchester area; a great many companies 
which began talking suburban office after the General Foods 
announcement have been very slow to do anything about 
leaving the city, and, in a few notable cases, have definitely 
announced that any suburban plans have been abandoned. 
But General Foods’ comparatively light loss of personnel in 
the move—only 135 workers out of 1,200 office employees— 
may revive suburban ideas in many a board room. 

Whatever the ultimate merits of a headquarters in the 
center of town for a major corporation as against a head- 
quarters in the city’s suburbs, General Foods has started 
with one great advantage: completion of the first step— 
transfer of staff, equipment, and function—in a smooth and 
beautifully efficient operation. 


U. S. Steel— 


(From page 30) 


impossible by any other means. This isn’t classic, but it’s 
what we mean by electronics. 

Our “common language” is a five channel punched tape. 
Now, what do I mean by a “native language.” Obviously, 
the native tongue spoken in the area where you are at the 
moment. Such is the case with various office machines. 
Some machines require a six, seven, or eight level code to 
understand the true meaning of our data as we have it in 
the five level code. The objective, therefore, is to be able to 
translate our common language to the native languages of 
the various machines we intend to apply. Let me call the 
equipment necessary to perform this a converter. 

The only other term to be defined is programming. Con- 
sider the three fundamental rules which must be meticu- 
lously followed in a standardization program as follows: 

1. You must decide what you are trying to attain, and 
then plot it step by step. 

2. These steps must be so standardized that they can be 
coded in a way to activate a machine. 

3. The source information which will flow through the 
procedure steps must be coded so that it can activate a 
machine. 

The above is what we do for a punched card system; 
with one exception, the electronic standardization program 
is the same. The exception: no longer will you stress the 
specific areas of payroll, inventories, and so on, but you 


(To page 88) 
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Clockwork! 


STRONAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 
—shipping, receiving, pricing, assembling, worehousing, inven- 
torying. Or if you need a special kind, tell us your problem—we're 
used to solving every kind! 


STAONAL marking and checking crayons are gritless, waterproof, 
permanent, or semi-permanent, as required. 


For checking purposes STAONAL No. 1 
For marking china, tin, etc STAONAL1 CT 
For general marking and shipping STAONAL No. 2 
For marking glass and cellophane STAONAL No. 4 
For marking leather, fabrics STAONAL No. 5 
For marking rubber STAONAL No. 11 
For marking wet or dry lumber STAONAL No. 29 


SEND FOR FREE 
illustrated marking 
crayon price sheet 

to Dept. TOM 4 


BINNEY & SMITH INC. 


380 Madison Avenue, New York 17, N. Y. 
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aluminum 
chairs 


CUTTING COSTS 


You can cut your office costs, ~ increasing your office 
efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and reduce absenteeism, fatigue, and errors. 
FIN -* chairs provide a service that pays for 


itself. y not let your dealer demonstrate the 
PINEREST sabatithas Ge fe atures? 


Write for the name of your nearest FINE-REST dealer. 
“America's Standard of Business Seating” 


ALUMINUM SEATING 


17 S$. CHERRY STREET * AKRON 6B, OHIO 


Dishibuloer AETNA SAFE CO., 


46-0 
METROPOLITAN N.Y. & EXPORT "oIsTRIBUTOR 
87 


os ae ae fe” hee ake cat eae eT a a 2 pe me Liven Ai) ee a ee ee ee ee. a ae 
F TT i ” > 3 : : 2 Bi fo i 
~ PATO CMT ON te! ERNE :: 
a ee 
eae 
ME Fi. = . 
. ei 
‘, . rs 
Make ~ | “te 
~ ie 
Your | ze: 
\ ae 
» | ey 
an | oe 4 
‘ . a 
| shail _ ” wh ) 
yr Abe ae 
yi = 
re x ed 
Department ui 
. a ¢ ; os ; pea I 
es ’ rs / 
q of & ac Y Cae sae 
. =) : 
oy OE ge A in ny oy Pema 
S | i sat yr 
| Te Tee ‘ ‘ - 
‘ pe .: ae en 
. k ee ae es : 
=i, Run | oF —. . Aa 
% . | ? cape es Mites eens gs 
%, . 4 a. cat 
| | 7 ; : : - ae 
, \ z < a ; e a ij i, 
3 ¥ | - | ; 
7 , ae # ie 4. ae 
bm e a Bee ae” , i 
Er a Re a 
co L k et a ili. Z > een 
+s — inaee F wag 
W” — | —— tt - 
> gil — ; oa = One 
race ae Tia . 3 eee 
n | ‘ile wal ue 
°o } i 
= > : gi 
° i, Gee 
° rg 
a A N 
i a” ~ = 
i ‘ a a : 
ra 
t $ a 
{ z Ni ed 
co es “4 
a 
a rf 
ee | | | 
. 4 x 
age 2 
ai ae 
eT) oe 
[ ’ f me 
| Late 
Sa 
| ie 
; = 
q. ces? 
a a 
| : at 
~ A Me. | 
ee 7 7 hay 
ee ; 
Ps ee ee 
eos 
elas 
a, 
i 
Bt i- . s ¥ oe ae 0 
a. aa i ae — as ela a Bis” cage i |e ees ea is ee ow he st ‘| 2). eee 
a ee ; —— Bat em se o eS .:. i Re iy ay er 5 ee Se ee. a ie 


ares 


ans is 


* 
pi Wl ke aste see nc Rein een eae: ot 


: 
sf 
gt DP, a 
he 5 hy 
+ ie, Pee > = * a. 
a tek, & Come ry 
é — # 
, : 4b ae ba 
~§ 7 a fF 2 ee aa 
pa . be 
‘ it a ae 
7 f e_ 
, ’ 
. . 
* & 4 Wad Fa 
Sig OE Porat bob dd rebated "18 De Re ae ie ae 
% Ke ‘ , a ie ers 


An indispensable handbook 
for the executive 


Communication 


in Management 


By CHARLES E. REDFIELD. 
Introduction by John L. McCaffrey, 
President, International Harvester Co. 


A complete guide to the principles and practices of 
effective administrative communication, including 
order-giving, reports, the conference process, hand- 
ling of complaints and suggestions, construction of 
manuals and handbooks, and employee opinion 
polling. “ . . . the book has been read and 
discussed among the members of our staff . . . 
We are unanimously agreed that this is unquestion- 
ably the best discussion of communication that we 
have seen.”—-Robert D. Gray, Industrial Relations 
Section, California Institute of Technology. $3.75 


(Si At your bookstore, or from 


fuss 
THE UNIVERSITY OF CHICAGO PRESS 
5750 Ellis Ave., Chicago 37, Ill. 


(Continued) 


will be thinking in terms of the impact of a single trans- 
action on all functions. 

The first two rules define the area of programming;— 
a set of operating instructions to tell the machines we are 
using what we want done with our data. The last rule 
implies the area previously defined as conversion. 

We have now a five channel punched paper tape—a com- 
mon language media. 

Mr. Moore has told you how data can be recorded at 
the point of origin with tape as a by-product of the record- 
ing operation. 

Mr. Thomson has placed equipment in an integrated 
chain and indicated, not only the areas of application, but 
also how machines are capable of multiple input and out- 
put during a single operation. 

The catch is that all machines described so far have 
been directly activated by or producing the common lan- 
guage. In some instances, it may be economical, desirable, 
or even required, to convert to another language to acti- 
vate other machines. 

How can we convert this common language into the 
native languages of these other machines? Does conver- 
sion prepare us for the future, and for a flexible nature? 

Let’s answer by considering a fairly common conversion 
—punched tape to punched cards. This is now being done 
at a base rate of ten characters per second, and this will 
soon be raised to 15 per second. In this simple step, we 
have taken the common language and converted it to the 
native language of punched card equipment. The converse 
is true, too; cards can be converted back to tape. 

As tape is sensed in the conversion process, pulses are 
available at the control panel of machine. By correct wir- 
ing of this panel, we can record information, delete data, 
and insert repetitive data into the card that is common to 
the units of information on the tape. We have, in its most 
basic form, given operating instructions to the process. 

Faced with a machine whose native language requires 
a six, seven, or even eight channel punched paper tape as 
input, this can be accomplished through a converter which 
will accept our common language and perform the task 
at the rate of between 600 and 1,200 characters per minute. 
Once again, the converse is true in that higher levels of 
punched tape can be made common again. 

By virtue of these converters, we have the ability to cre- 
ate the- native languages of any equipment and with it 
you are in a position, as you are now, to select the machines 
best suited to your business. 

More, we are actually in a position to make the final 
step into the area of high-speed, data processors in view 
of our common language tape. 

Data processors—computers—are in reality large adding 
machines of tremendous speed. 

Also, they have the ability to store large volumes of 
data, available immediately on demand during calculations. 
Some high speed data processors use punched cards as in- 
put and output, and we have already discussed the tech- 
nique of obtaining them from common language. How- 
ever, more common are computers using a magnetic tape 
which affords a much faster media from which to read and 
record. 

There are available now machines to convert punched 
cards to magnetic tape at a rate of 200 to 250 cards per 
minute, and perform a verification of the conversion simul- 
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taneously. Although the resulting tape looks as it did 
originally, actually, instead of holes, it contains a series of 
magnetic spots which the input unit of the data processor 
can understand. Once again, we have converted our com- 
mon language to the native language of punched cards and 
then to the native language of the high-speed computer, 

High speed data processors afford the user opportunities 
for things he has never done before. Answers to some of 
the most puzzling questions about his business such as: 
the most economical lot size for production, the most eco- 
nomic inventory size, and the most efficient use of man- 
power and machines, and others, can be brought about, 
for the hours of computation required under our present 
methods can be reduced to minutes. 

In conclusion, gentlemen, I hope that I have been able 
to indicate that through the common language tape we are 
compatible with present equipment, be it bookkeeping, 
punched cards, or even the high-speed data processors as 
we know them today. We can and should ask that future 
machines be capable of accepting the common language and 
generating it again, upon the completion of their function. 
We then have the ability to break our integrated chain of 
events momentarily and through conversion take advan- 
tage of it and then return to the main line. 

A firm foundation is absolutely essential, and we believe 
that through the by-product generation of the five channel 
punched paper tape common language our base is sound, 
and through the ability to convert to the native language 
of any equipment, our future is flexible. 


Final speaker at the conference was Mr. R. W. Baridon, 
of the Accounting Methods Planning Division of United 
States Steel, who discussed “Communications” on the 
morning of the second day of the conference. Following 
Mr. Baridon’s talk, closed circuit television was used to 
demonstrate to those attending the conference the machines 
employed by United States Steel in its integrated data proc- 
essing system. The machines were housed in the North 
Ballroom of the Astor Hotel on the eighth floor, and dem- 
onstrations of the exhibit machines in action were telecast 
from there to the conference proper which was being held 
in the Grand Ballroom, on the street floor of the hotel. 

A digest of Mr. Baridon’s talk follows: 

In discussing five channel punched tape, it is natural to 
think of communications, since it is estimated that more 
than eighty per cent of all telegrams handled over common 
carrier and private wire services are tape transmitted, 
wholly or partly. 

Now that five channel punched tape is being developed 
to handle integrated data processing through common 
language machines, it is logical to conclude that the com- 
munication services will play an important part in this pro- 
gram, especially when time and distance are factors. 

Since telegraph facilities for both common carrier and 
private wire services available to the public are identical, 
excluding those in use on large scale network operations, 
only the items which involve integrated data processing 
will be discussed. These include page type teleprinters, 
automatic tape punching and transmitting teleprinters, re- 
ceiving only teleprinters, non-printing tape reperforators, 
printing type tape reperforators and transmitter distributors. 

A manual sending and receiving page type teleprinter is 
the unit most frequently used in the communication serv- 


(To page 91) 
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LOOSE LEAF 
BINDER 


NEW! EFFICIENT! 
ECONOMICAL! 
Super-Lok Features: 
@ Compresses to given sheet 
capacity. 


© New, simplified losking 
mechanism that features 


easy operation and removal 
of sheets. 


© Positive locking in any 
capacity position. 


Super-Lok is now being used 
by the U. 8. Gov't and lead- 
ing firms from coast to coast. 


Can be made to specifications 
with various post arrange- 
ments from %” to 3” mini- 
mum capacity and allows for 
00% expansion. Available 
with or without window in 
backbone .. . Imitation lea- 
ther or canvas. Allows for 
compression to any given 
capacity. 


Write today for quotations 
and latest catalog. 


U. 8. Pat. No. 2,568,227 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL Loose LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


Activate Control gy 
with Cellugraf soc —— 


ws for VISIBLE RECORDS — 


Nu Vise: er 


Depend on Graffco products 
to call for the right action at 
the right time ... every time. Facts 
come to life, stand out, flag atten- 
tion. A variety of colors and shapes 
to control any classification. Ask 
your dealer about them, 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


and MAPTACKS 
Keep BUSINESS Under Contre! 
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NO USE 
LOOKING 
OSCAR 4. YOU 


CAN'T SEF my 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee's name. This improves personnel relations. 


THE N—you'll _want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Te Tooay! 
= os Write for samples and prices. 


“Outlook” pes. Est. 1902 | 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guide. 


“1. M. Reg. 


Your “filing and finding” problems disappear when 
you use GuideO-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local statiouer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


CLASSIFIED ADVERTISING 


Rates are 15c @ word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number eds c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 
equipment thoroughly rebuilt and guaranteed, Commercial Card System 
Co., 135 Grand St., New York 13, N. Y. 


FOR SALE ADDRESSOGRAPH Model 2000 with feed expirator and 
lister. Equipment two years old, reasonably priced. Contact Box 6, 
Wall Street Station, New York 5, New York. Attention Purchasing 
Department. 


DITTO GELATIN PROCESS S.20 Electric 1491. Priced to sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator’s chair; other accessories. Bargain, Write U. O. 
Colson Company, Paris, Illinois. 


CALCULATORS AND ADDING MACHINES Wanted, all makes. 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. Y. 


Kardex, Acme, all makes, used visible filing equipment. Th« d 
of reconditioned cabinets, panels, books, always on hand. Get our 
quotations. Chas. S. Nathan Inc., 548 Broadway, New York, N. Y. 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


ADDING MACHINES and all office machines, bought, sold, rented, 
rebuilt. Elliott-Fisher and Sundstrand machines, Comptometers, Bur- 
roughs, Friden, Marchant, Monroe Calculators. Electromatic typewriters. 
Teeter-Warsh Co., 849 N. 3rd St., Milwaukee 3, Wis. 


WANTED—Burroughs or N.C.R. Bookkeeping and Billing Machines, Cal- 
culators, Comptometers, Adding Machines, etc., any style. uote com- 
vlete description and best price, American Business Machines Inc., 573 
entice. Yew York 12, N. Y. 


Business Opportunities 


PROFITABLE FRANCHISES AVAILABLE—Own your own business. 
Operate a temporary help service with our help. We operate coast to coast 
29 offices Modest funds required for operating capital. Franchises 
available in cities under 300,000 population. Be a part of nation’s largest 
temporary help service. Step into a profitable business of your own by 
writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee 3, Wis. 


Miscellaneous 


NEED TEMPORARY OFFICE HELP? Call Manpower, Inc., if a 
need temporary typists, stenos, bookkeepers, comptometer operators, se 
our employees for 4 hours—a day or two a week—a month or longer. 
We are not an employment agency. Low hourly rates. We operate in 
Chicago, Boston, Cincinnati, Cleveland, Detroit, Milwaukee, Minneapolis, 
New York, Philadelphia, Pittsburg, St. Louis, San Francisco, with other 
affiliated branches coast to coast. Call Manpower, Inc. for qualified 
temporary office help. 


Positions Wanted 


PURCHASING. AGENT 10 years’ experience in volume and diversified 
buying. Office Equipment and Supplies, Manufacturing and Engineer- 
ing backgorund. Production Planning. Seek top level position New York 
area. O. M, 158. 


OFFICE REPORTS, MANUALS, EMPLOYEE MAGAZINES and any 
other office task involving writing and editing will be efficiently handled by 
young man with background of several years of successful experience in 
the business magazine editorial field as reporter, rewrite man and editor. 
Thoroughly familiar with printing and publishing techniques. Seeks posi- 
tion in office in the New York metropolitan area. Write O. M. 162, Office 
Management, 212 Sth Ave., New York, N. Y. 
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(Continued) 


ices, It does not produce tape, neither does it transmit 
tape. 

The automatic tape punching and transmitting tele- 
printer is a combination of three separate units under one 
housing: the manual page type sending and receiving unit, 
a tape punching unit and a transmitter~distributor. 

The tape punching units are usually called reperforators. 
The electric non-printing and printing type are most fre- 
quently used, although a manual perforator for punching 
service wires is available in large scale network operations. 

A transmitter distributor, commonly called a transmitter, 
is supplied on all automatic teleprinter units. 

Our subject now logically leads into a discussion of the 
use of this equipment in the available communications serv- 
ice, namely: inter-city transmission via common carriers, 
inter-city transmission via private wires, and intra-plant 
transmission where operations are scattered. 

Now let us assume that we are dealing with an office 
with a volume of business too small ‘for private wire serv- 
ice, but for which there may be a need to use the common 
carrier services. Classes of service available are: 

Teletypewriter Exchange Service, commonly referred to 
as TWX service. This is a service which provides a direct 
connection between two points, and can be operated on a 
private wire basis. 

Telemeter service. This is a service which provides a 
direct connection between two points, and can be operated 
as a private wire service. 

Commercial telegraph service. This service may be used 
when other services are not available. There are limitations, 
however, as to the type of copy which may be handled. 

The most important thing to remember is that com- 
munication equipment can handle five channel tape pro- 
duced by other devices, and can reproduce this tape for 
conversion and processing through any equipment which 
fits into the program for integrated data processing, pro- 
vided the punched codes conform to the standards estab 
lished for the communication services. 

Where there might be a need for intra-plant communi- 
cations at locations where operations are both extensive and 
scattered: 

First: the use of standard telegraph equipment and cir- 
cuits between production clerical and data processing cen- 
ters should be funneled through a central switching in- 
stallation. 

Second: To avoid the 25 per cent Federal Communica- 
tions Tax, it is recommended that the facilities be pur- 
chased outright, and that a maintenance contract be en- 
tered into with the public carrier furnishing the equipment. 
The facilities used in intra-plant services are identical to 
those previously described. 

The telegraph services can be rather expensive if used 
extravagantly. Therefore, I should like to mention two 
other types of communication which are available, and 
which can and should be brought into any program for 
integrated data processing. I refer to messenger service by 
regularly scheduled automobiles covering operations in a 
limited geographic area, and to the mail when depend- 
ability and speed of service between cities. 

Every condition should be thoroughly documented and 
analyzed, and if you need technical advice and counsel, 
you will find the services of the commmunications com- 
panies available upon request. 
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FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 
BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
se. There is a Personal Expense 
too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mick. 


NEW! SIMPLIFIED! 


APPROVED! 


KOPY RITE 


No. BMC 59K 


DRIVER'S DAILY 
LOG BOOKS 


For truck, transport 
and bus lines 


Saves Time, Labor, Money 
and they cost less 


i: Ni 


Lili 


Mn 


S6is- 1 


* \\ 


\ 
M 


\) 
4 


Write for Sample and Prices 
Nebraska Salesbook Co. 


This summary does it A P.O. Box 631, Lincoln, Nebraske 


— —— =— 


You are cordially invited to attend the 


SOUTHERN CALIFORNIA 
BUSINESS SHOW 


April 20, 21, 22, 23, 1954 
10:00 A.M. to 10:00 P.M. Daily 
Biltmore Hotel, Los Angeles 


Sponsored by the LOS ANGELES CHAPTER of the 
National Association of Cost Accountants 


Admission by ticket only. 


See your office machine representative for tickets. 
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Office managers’ secret 
of keeping floors 
looking like new! 


© Scuffed floors, worn rugs, screeching furniture 
are no longer problems to this office manager. 
Not since he put Bassick “Diamond-Arrow” 
casters on his chairs and other movable office 
furniture, anyway. 


These efficient Bassick casters make either 
wood or metal furniture roll smoothly, easily, 
quietly. Swiveling i is easier, too, with double ball- 
bearing action and soft rubber or hard phenolic 
plastic treads that provide safe, sure floor 
protection. 


Specify Bassick, the caster that’s easy on your 
floors, easy on your budget. Ask for them at your 
office supply store. Or write The Bassick Com- 
pany, Bridgeport 2, Conn. Jn Canada: Belleville, 
Ont. 


For wood-base chairs For tubular-base chairs For metal-base chairs 


1 Bassick 


A DIVISION OF 


75 YEARS OF CASTER LEADERSHIP 


ADVERTISER'S INDEX 


A 
Ace> Prod icts, Inc .......... 
Agency—La Porte & Austin, Inc. 
Ace Fastener Corp wl 
Agency—The Vanden Co. "Inc. 
oes | Riptaces Machines, Inc., 


A — Wesley Aves & Associates, 


ne 
All-Steel Equipment Inc 3rd Cover 
Agency—Hollingsworth and Collins 
Aluminum Seating Corp....... 87 
American Supervisory Confer- 
NEY 4 > hdd seinweeebres 80 
American Telephone & Tele- 
ee 3 
Agency—N. W. Ayer & Son, Inc. 
Arrow Fastener Co., Inc........ 83 


Agency—Edward Sigler Adv. 
Avery Adhesive Label Corp. .... 
Agency— Martin R. Klitten Co., Inc. 


B 
Baltimore Salesbook Co...... 
=" ansant, Dugdale & Co. ° 
nec 
Bassick Co., The............... 92 
Agency—James Thomas Chirurg Co., 


Inc. 
Beach Publishing Co........... 91 
Bigelow Sanford Carpet Co..... 10 


Agency— Young & Rubicam, Inc. 
Binney & Smith Co. 
Agency—Atherton & Currier, Inc. 


c 
Challenge Machinery Co....... 
Ageey—Seamiats & Simmonds, 
ne. 
Cole Steel Equipment Co., Inc. 
41, "42, 43,44 
Agency—Ehrlich & Neuwirth, Inc. 


ree 66 
Agency—Fuller & Smith & Ross, Inc. 
Du one de Nemours & Co., Inc., 
1., Graseelli Chemicals 
BS -» Ludox Division ..... 
Agency—Batien, Barton, Durstine & 
Osborn, Inc. 


E 
aac wero 
Agency— Sutheriand- Abbott, Adv. 
Eastman Kodak Co. . 61 
Agency—J. Vi alter T. hompson Co. 
Edison, Inc., Thomas A........ 65 


Agency ~Green- Brodie 
Esterbrook Pen Co., The....... 
Agency—The Aitkin-K ynett Co. 


F 

Fedders Quigan Corp........... 49 
Agency— Batten, Barton, Durstine & 

Osborn, Inc. 

Federal Loose Leaf Corp........ 89 
Agency—Richmond Adv. Service, Inc. 
PUNE, ORG: occ ccescues . «4 
Agency—Hyben Marks, Fee. 


G 

General Fireproofing Co., The. . 67 
Agency—The Griswold-Eshleman Co. 

Globe Wernicke Co., The....... 32 
Agency—Kammann- "Mahan, Inc. 

Graff Co., oo Mii ategevees 
Agency—E-ddy-Rucker-Nickels Co 0., 

The 
Guide System & Supply Co..... 90 


ee Bein Wen vc sccesesene 
Agency—Hutchins Advertising C 0. 
Inc. 


1 
Imperial Desk Co.......... ona 
Agency—Keller-Crescent Co, 


International Business Ma- 
chines Corp. saneunsa en . 6 
Agency—Cecil & Presbury, Inc. 


OFFICE MANAGEMENT 


.2nd Cover 


K 
Knoll Associates, Inc... 
Agency—The Ziowe Co. 


M 
Macey-Fowler, Inc.........---> 
Agency—Givaudan Advertising, Inc. 
Marchant Calculating Machine a 


Co 
Agency—Doremus & Co. 


Metal Office Furniture Co...... & 
—— Wesley Aves & Associates, 
nc 
Mittag & Volger, Inc........--- 
Agency—Campbeil- wo Co., Ine. 
Morris Co., Bert M., The......- 78 


Agency—Hixson & onda Inc. 


N 
Nati 1A iation of Cost 
Accountants...........+-+- +) 
National Business Show Co..... 73 


Agency—Osgood & Hazen 
National Vulcanized Fibre Co.. 85 
Agency—Harris D. McKinney 
Nebraska Salesbook Co......... 91 


Neenah Paper Co............--- 70 
A ae Kuhn Advertising 


Sietnedtibemiis Paper Co..... 7 
Agency—Cramer- ~Koacedt Co., The 


Office Management 


Outlook Envelope C 
Agency—Arthur C. Borneit, Ado. 


Cinap Doyen, Re oc saknwns 62 
Agency—L. by 7 & Co., Inc. 

Plymouth aoe Se 7 
Agency—Hirshon-Garfield, Inc. 


Pronto File Corp...... 41, 42, 43, 44 
Agency—Ehrlich & Neuwirth, Inc. 


Remeor Products Co........... 57 
Agency—A. Martin Rothbardt, Inc. 
Remington Rand, Inc.......... 75 
Agency—Leeford Adv. Agency, Inc. 
Roberts Rubber Co., Weldon... 86 

Agency—La Porte & Austin, Inc. 


Ss 
Smead Mfg. Co., Inc., The. . .35, 36 
Southern California Business 
PO. chdkwetetessssreseveke 

Stewart & Co., Inc., R. A....... 72 

Agency—Harry Belfor Agency 
Sturgis Posture Chair Co., The. 31 

Agency—Blaco Adv. Agency 


T 


Taylor Co., Halsey W., The..... 57 
Agency—The Advertising Agency of 
William Cohen 


Underwood Corp 
Agency—Marschalk & Pratt Co. 
University of Chicago Press, The 88 
Agency—Sussman & Sugan, Inc. 


4th Cover 


Vv 
Victor Safe & Equipment Co., 
POG IS 6a anen esos 
Agency- ~Leeford Adv. Agency, ‘Inc. 


w 
Wellington Sears............... 69 
Agency—Ellingion & Co., Inc. 
Wheeler Co., Inc., M. G. 79 


Agency—Douglas "Milne Associates 


Y 


Yawman & Erbe Mfg. Co.. 77 
Agency—Charles L. Rumrill & Co., 
Inc. 


April, 1954 


eee Res ae as > Bs Y 7) 6a ee on bo ee ee ae Be. ¥ Se _ % vam & pei by os j pi a ae z 
Mies osceeonenaenaetanl 
| 
— 
| «| | 00 
x Wy | 
a te i | 71 
hs r » | 
BC 2 
: i i il oe ee ae Me a 
| 87 
| a . 
f | ees © 
ee | 
| ee - 
| i CC 
tai iaaaamameaacnaamaeaaeade teatime 
is U 
a et 
% remanent RS ees eer H 
a * 
. _ 
: we . , | 
; & 4 MAKING MORE KINDS OF CASTERS... MAKING CASTERS Do mone Samii = 
93 38386 
a a 4 | i an ogee: fi F a ~ a a ee 4 . os i eg vil 


cod ARE..THERE’S AN A§E DEALER NEAR YOU! 
~ STEEL OFFICE FURNITURE 


e 
x LOOKS BETTER... LASTS LONGER... LOWERS COSTS 


Visit your ASE dealer and take a critical look. Convince yourself that 
there's more real dollar-for-dollar value in ASE office furniture. 
You'll find countless product advantages exclusive with this complete 
high-quality line of desks, chairs, files and office equipment. 
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Write for catalog and 
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Personal touch 
through TTT”... 


Diamond Set 
margins... 


Wew/ 


A wide choice 
of type styles... 


Wew / 


Color control 
keyboard... 


* Triple Touch Tuning 


Meet the 


ba Uoderwood (60 


sweeps all comparison aside! 


New from every angle... as smartly 
styled as the latest fashions... the 
New 150 has everything you’ve ever 
looked for in typing efficiency: 


A NEW touch thats “Personally 
Yours” through Triple Touch 
Tuning 


NEW Diamond Set Margins 


NEWLY designed front) seale for 
direct reading ... instant margin 
and tab setting 


NEW beauty in rich color combina- 
tion 


NEWLY designed keyboard with col- 
ored feature keys 

A NEW wide choice of type styles to 
“personalize” your letters 


You'll get the typing thrill of your 
life when you use the new Underwood 
150...the writing machine that 
sweeps all comparison aside. 

Try this new sensation in accurate, 
smooth, easy typing...the New 
UNDERWOOD MODEL 150... in your 
own office, on your own work, Get in 
touch today with your local Under- 
wood Representative, listed in the 
Classified Directory. 


Underwood Corporation 


‘Typewriters ... Adding Machines... Accounting 
Machines. ..Carbon Paper. .. Ribbons 


One Park Avenue | nderwood Limited oun . 
New York 16,N.Y. loronto |, Canada —— 


Sales and Service Everywhere 
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